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Course overview

Aims
In our daily lives, we consciously or unconsciously engage in research to solve the problems we encounter. This course provides you with the opportunity to develop comprehensive research knowledge and skills to enable you to identify business related problems and recommend appropriate solutions. The course develops your ability to identify research problems, design studies, select samples, collect data, analyse data, and write and present research proposals and reports. This is a 3 CU (Credit Unit) undergraduate course taken either in second or third year of studies in a business program.
Learning outcomes
On completion of the course/module, you will be able to:
1. Explain the ethical and theoretical foundations of business research
2. Identify business research problems

3. Plan/design a research study/project

4. Apply the appropriate methods to collect data from the right respondents

5. Report well analysed research findings

6. Recommend practical research-based solutions to solving business related problems

COURSE CONTENT

Unit 1 - The Nature Of Research Methodology

Unit 2 - Steps In The Research Process And Problem Definition

Unit 3 - Types, Approaches, Strategies Of Research And Research Designs

Unit 4 - Sampling

Unit 5 - Data Collection 

Unit 6 - Measurement In Business Research

Unit 7 - Data Processing And Analysis

Unit 8 - Research Proposal Preparation, Research Report Writing and Dissemination of Findings
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UNIT 1: INTRODUCTION TO RESEARCH AND THE NATURE OF RESEARCH METHODOLOGY

Intended learning outcomes for unit 1:

By the end of Unit 1, you will be able to:

1. define research

2. distinguish business research from other types of research

3. explain the benefits/ importance of business research

4. discuss the ethical issues in business research

Expected Learning outcomes 

By the end of this topic, you will be able to:

a) define scientific research is,

b) explain why research is done,

c) explain how knowledge of business research methods enhances management efficiency.

d) explain the ethical issues in research

e) describe the characteristics of good research

Detailed Content

Introduction

Research is an activity that we carry out in our daily lives whether cautiously or inadvertently. We continuously identify or experience situations that raise questions that we can only answer after inquiring further. This is basically what research is about. This happens in all disciplines including businesses. 

To begin the business research journey, please watch the following videos;

1. ‘Business research: An Introduction’ available here  https://www.youtube.com/watch?v=L-0L2XF1cYM 

2.  ‘Introduction to business research’ available here https://www.youtube.com/watch?v=FkhFSSL-AZY 

Definition and Meaning of Research
Research is an organized, systematic, data based, critical, objective and scientific inquiry or investigation into a specific problem undertaken with the purpose of finding answers or solutions to it (Sekaran, 2003).

Business Research

It can be described as a systematic and organized effort to investigate a specific problem encountered either in the work setting or business and economic environment that needs a solution. It comprises a series of steps designed and executed with a goal of finding answers to the issues that are of concern to the manager or other interested party (Sekaran, 2003).
 
Importance of Business Research
Research helps in providing information to assist managers make better decisions.

i. Helps to identify management problems.

ii. Research helps to identify opportunities in business.

iii. To evaluate day to day practice within teams, with a focus on the usefulness and outcomes of different forms of service provision and intervention.

iv. For internal monitoring and evaluation by organisations to improve efficiency or productivity, or find ways of making savings. 

v. To improve 'consumer relations', perhaps linked to a Citizen’s charter or to agency policies about how service users should be treated. 

vi. To contribute to staff appraisal and development processes. 

vii. To review and update existing information or to fill gaps. Information is now viewed as a vital resource in the personal social services and, with the arrival of computers and telecommunications, organisations are expected to be 'information-rich', with staff able to have access to a range of information at their fingertips. 

viii. To feed into national policy review and development.

Research and the Manager (Sekaran, 2003).
A common aspect of all organizations is that the managers thereof encounter problems big and small on a daily basis which they have to solve by making the right decisions. Business research is primarily conducted to resolve problematic issues in, or interrelated among, the areas of finance, accounting, Purchasing and Supplies Management, marketing, management, Human Resource, and ICT (Information and Communication Technology).

Managers and Research (Sekaran, 2003).
Being knowledgeable about research and research methods helps professional managers to;

a) identify and effectively solve minor problems in the work setting

b) know how to discriminate good from bad research

c) appreciate and be aware of the multiple influences and multiple effects of factors impinging on the situation.

d) Take calculated risks in decision making knowing fully well the probabilities attached to the different possible outcomes.

e) Prevent possible vested interests from exercising their interests in a situation.

f) Relate to hired researchers and consultants more effectively.

g) Combine experience with scientific knowledge while making decision.

ETHICS IN RESEARCH

Ethics refer to a code of conduct or expected societal norm of behaviour. Ethics refer to a system of moral values or the way people distinguish right from wrong.

While conducting research, ethical conduct is expected of the organization and the members that sponsor the research, the researchers who undertake the research, research assistants who collect the data, data analysts, reporters and the respondents who provide them with necessary data.

Unethical practices include the following
1. Initially deceiving the respondents on the purpose of the research. 

2. Exposing respondents or participants to extreme stress. 

3. Making the respondents known or exposing their identity or their information moreover confidentiality was promised. 

4. Affecting the participants’ trust in authority. 

5. Involving respondents who have not accepted to take part in the study, ie, when there is no consent. 

6. Creating distrusts among respondents hence making it difficult for other researchers (and yourself) to collect data from the same individuals presently and in future

7. Invasions of privacy 

8. Plagiarism

9. Failing to respect Intellectual Property

10. Respondents telling lies. 

11. Analysts, reporters and the researcher giving information not related to data collected. 

12. Causing harm to humans. 

13. Bias

14. Carelessness 

15. Failing to share information with the parties involved. 

16. Senior researchers not training other people. 

17. Discrimination. 

18. Not caring for animals. 

19. The organisation and/or sponsors not giving sufficient funds.

20. The organisation and/or sponsors not giving funds in time.

21. The organisation and/or sponsors influencing findings of the research.

22. Preventing dissemination of findings.

23. The organisation not providing a conducive environment for the researcher to carry out his/her tasks efficiently.

24. Not getting responses directly from respondents eg assuming answers or responses 

Situations That May Lead To A Research Being ‘Unethical’
a) the research problem itself 

b) the setting in which the research takes place

c) the procedure required by the research design 

d) the method of data collection (interviews may lead to forging answers),

e) the kinds of persons serving as research participants

f) the type of data collected

General Problems In Research
1. Problem of collecting data

2. Problems of finding good researchers

3. Dependency on others
4. Problem of the questionnaire design
5. Analysis of data 

6. Cultural diversity
7. The communication infrastructure aspect
8. Lack of funds
9. Lack of information and organized statistics
10. Insecurity in some areas
11. Loss of data due to viruses, theft, fire and other nature calamities.

12. Public health problems

13. Influence from funders or initiators of the research or the public.

14. Choice of methods and instruments.

15. Weather conditions

16. Not knowing when to stop and move on eg knowing how much literature is enough.
Characteristics/ Hallmarks of Good Research (Sekaran, 2003).
1. Purposiveness
2. Rigor 

3. Testability
4. Replicability
5. Precision
6. Confidence
7. Objectivity
8. Generalisability
9. Persimony
UNIT 2: STEPS IN THE RESEARCH PROCESS AND PROBLEM DEFINITION

Intended Learning Outcomes for Unit 2:

By the end of this unit, you will be able to;

a) describe the steps in the research process

b) state a good research problem

c) develop a conceptual framework

d) design objectives, hypotheses, and research questions

Introduction

Research is a process involving several steps. The stages involve;

1. Problem Definition

2. Determining Hypotheses, objectives, research questions and purpose of the study

3. Research Design And Research Proposal Writing And Presentation

4. Measurement

5. Data Collection 

6. Data Analysis

7. Generalisation, Dissemination of findings and Managerial Decision-Making

Watch slides about the Research process here. https://slideplayer.com/slide/9234846/
STAGE ONE: PROBLEM DEFINITION
A research problem is an intellectual stimulus calling for a response in form of scientific inquiry. It is a knowledge gap; a situation that is continuing to exist despite the solutions that are being implemented.  

Defining a research problem involves the following;

a) Identifying the broad research problem i.e. indicating why you are going out to do the research.

Identifying a broad problem is done through the process of observing and focussing on the situation. 
A broad problem can arise in the following ways;
i. When results of several inquiries disagree. 

ii. When one wants to test the results of earlier investigators. 

iii. When there is desire to follow up new leads and to refine or qualify the findings of earlier studies. 

iv. When a fact exists in form of unexplained information ie deviation from past experience.

v. When there is desire for innovation. 

vi. Other people presenting a problem eg customers complaining.

vii. Performance of competitors

viii. The desire to repeat a previous study using a different survey population or different methodology

b) Preliminary data collection or pilot study usually carried out to gather evidence 

c) Preliminary Literature Survey to understand the concepts
d) Specific Research Problem Definition: 
After preliminary data gathering and literature review, the researcher is able to narrow down the problem from its original broad base and define more clearly the issues of concern. Attempt to relate the variables and identify the missing links is also made. The research problem is a knowledge gap. A situation that is continuing to exist despite the solutions that are being implemented and which could lead to some social injustice or catastrophe. 

Problem statement
It is a statement that clarifies in a few sentences the problem to be investigated ie the unanswered question. Indicators of what a researcher claims to be a problem should be given. Statement of a research problem is important because:-

i. It enables the researcher to clarify the problem and possible factors that contribute to it.

ii. It facilitates making decisions concerning the focus and scope of the research.

iii. It enables the researcher to pool the knowledge of the problem provided by several resource persons. 

Features of a good research problem
i. It should be original
ii. It should be neither very general nor very specific
iii. It should be solvable
iv. It should be feasible 

v. There should bea discrepancy between what is known and what should be known or what exists and what should exist
Determining Variables And Formulation Of A Research Topic
A variable is any characteristic/ attribute/ property of the population that is capable of taking on different values. 

Forms of Variables
1. Numerical variables: can be expressed in numbers eg Income.
2. Categorical variables: they are attributes that can only be studied through categorisation eg motivation.

Categories/ Types of variables
a) Independent variables - These are those factors that cause the research variable or other variables to have different values

b) Dependent Variables - These are factors whose value or behaviour changes as a result of a change in other aspects or variables influencing them. 

c) Intervening/mediating variables - Intervening variables are a product or a creation of the independent variables through which the independent variable influences the dependent variable.

d) Moderating/moderator variables - Moderating/control variables are those variables that harmonise the relationship between both the dependent and independent variables eg legislation. 

e) Control/extraneous/background Variables - They are variables other than the independent variable that affect the dependent variable. 

A conceptual Framework
It is a diagram of proposed causal linkages among a set of variables / concepts believed to be related to a particular problem. The variable/ concept and/ or its indicators are in boxes while the relationships are shown by arrows as seen in the figure on next page;
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It is drawn from one or more theories, empirical evidence or knowledge specific to the particular case.

Example
A study has the following variables;

Independent variable - Staff Skills

Dependent variable - Employee productivity

Intervening variable - allocation of tasks

Control variable - Company policy

Extraneous variables - Gender, Attitude towards work

The conceptual framework diagram will be as follows:

See Conceptual Framework of example on next page.
[image: image2.png]COMPANY POLICY

STAFF SKILLS

ALLOCATION
OF TARKS

EMFLOYEE
FRODUCTIVITY

GEMDEER, ATTITUDE TO WORK





Stating the Topic / Title of the research project
Topic is a sentence which conveys the message of what the proposal is about. It is related to the purpose of the study and should contain the major variables to be used ie the dependent and independent variables.

It must be brief, concise and accurate, reflecting the content of the research. The researcher should make sure that it contains both the dependent and independent variables, especially if the research correlational in nature. It also indicates the purpose of the study. Words like relationship, impact or effect may not be used in correlational studies.

A topic should be chosen with care. Selecting a suitable topic requires a clear research question and current significance.  

Normally a research topic should satisfy the following criteria:

i. state the key variables included in the study,

ii. relate it to the research design and/or state relationship between variables for associational studies,

iii. state the population/area/organisation to which results would be applicable or where the data will be collected from,

iv. avoid redundant words like impact, relationship, effectiveness, etc.,

v. use only acceptable discipline-related terms,

vi. should neither be too long to be over explicit nor too short to be over implicit; it should be concise and to the point.

STAGE TWO: STATING HYPOTHESES, OBJECTIVES, RESEARCH QUESTIONS AND PURPOSE OF THE STUDY

HYPOTHESES
A hypothesis is a tentative answer to a research problem that is expressed in the form of a relationship between independent and dependent variables. Hypotheses are tentative answers because they can be verified only after they have been tested empirically. 

Source of hypothesis
i. A formal theory 

ii. Observation 

iii. Commonly held lay beliefs 

iv. Personal Experiences

Null Hypothesis and Alternative Hypothesis
A researcher should state two hypotheses: the null hypothesis (Ho) and alternative hypothesis (H1). 

A Null hypothesis (H0) is a belief treated as a valid or viable possibility unless the actual behaviour of the data contradicts this assumption. It is never accepted; it is either rejected or not rejected. The null hypothesis is often the reverse of what the experimenter actually believes. It is put forward to allow the data to contradict it and the researcher tries to disprove, reject or nullify it.

 

An alternative hypothesis (H1) is the negation of the null hypothesis. It is a hypothesis that is contrary to the null hypothesis.

Errors in Interpretation of hypothesis testing results
a) Type I Error
If the researcher rejects the null hypothesis while it is true, he/she is committing an error called Type I Error. 

b) Type II Error
If he/she does not reject (‘accepts’) the null hypothesis while it is false, he/she is committing a Type II Error.

STATING OBJECTIVES OF THE STUDY
These indicate what you want to achieve at the end of the research. The research objectives should be designed from the variables. Objectives should be measurable and are written in operational format using words like ‘establish’, ‘examine’, ‘assess’, ‘identify’, ‘determine’, etc.

RESEARCH QUESTIONS
These are the specific questions that the research is going to answer. Researchers usually change objectives into questions.

NB: Where hypotheses are used (especially quantitative studies), research questions need not be stated. But objectives must always be stated accompanied by either hypotheses or research questions.

PURPOSE OF THE STUDY
This gives an understanding of what the study is about. It tends to replicate the topic or explain exactly what the research is intended to achieve. 

STAGE THREE: RESEARCH DESIGN AND RESEARCH PROPOSAL WRITING AND PRESENTATION
Before research is done, one has to have a plan of executing the task. Even in our daily life, many of those who have achieved planned for the activities they carried out. The researcher must have a definite plan of executing the study ie a design. This should appear in a proposal.

What is a research proposal?

A research proposal is a plan for carrying out the entire research. It shows what, why, when and how one is going to carry out the study and who will be the respondents. 

In additions to the research topic, the problem, objective, research questions and purpose of the study, it should contain the detailed literature review, research designs, sampling approach, sources of data, data collection methods, analytical approach of data, interpretation and presentation of findings.
h. Specify the time and financial requirements of the research, time to be considered and budget 

STAGE FOUR: MEASUREMENT
This is the process of reducing the abstract concepts to observable behaviour and characteristics. In other words, the abstract notions are broken down into observable characteristic behaviours. One has to identify the elements/ behavioural dimensions/ facets/ characteristics/ indicators that we would hope to find in people or elements with that attribute. 

After knowing the indicators, one will then design the instruments of data collection eg questionnaires, interview guides etc. These will include the questions that one will ask to establish whether each indicator is present in the person or element being studied. 

STAGE FIVE: DATA COLLECTION
This involves getting opinion of respondents or gathering characteristics of the target population that one is interested in using different methods and tools.

STAGE SIX: DATA ANALYSIS
The data so collected will be analysed to derive meaning out of it. This involves selection of appropriate methods or techniques depending on whether the study is quantitative or qualitative. After analysis, a research report is written and presented. This will involve compiling all previous aspects into one document. This document will involve the purpose of the aspects of the proposal, findings, interpretation and recommendations. It may also include the problems encountered during the study.
STAGE SEVEN: GENERALISATION, DISSEMINATION OF FINDINGS AND MANAGERIAL DECISION-MAKING
The information so collected will be used to make decisions and to solve the problems so encountered.

UNIT 3: TYPES, APPROACHES, STRATEGIES OF RESEARCH AND RESEARCH DESIGNS

Intended Learning Outcomes
By the end of Unit 3, you will be able to:

1. distinguish between types, approaches, strategies of research and research designs.

2. apply knowledge of approaches, strategies and research designs to plan for and conduct respective business research studies

Introduction

As you may have noticed by now, there are quite a number of challenges when carrying out research and each challenge comes with its own solutions. One research situation or problem will have requirements different from the other.

For example, a person who wants to study whether income increases with age will use an approach different from the approach that one attempting to describe the customer registration process in a big business. In the former case, one will have to carry out the study over several years and track how respondents’ incomes differ with age. For the latter, one may have to visit the business and study the registration process of customers just in one day.

In another scenario, one may have a theory that he/she wants to test by collecting data while another one may want to collect data then develop a theory. Again the methods requirements will differ among these two cases. There are also people who carry out research just for interest while others need to apply the solutions immediately since they will have identified a practical problem.

Some studies may require going to communities and visiting homes, others may require visiting small or big businesses, and yet others may require studying about employees within organizations.

In all the above, different ways will be used to come across the right respondents and to structure the study in order to get the right data that suits the purpose for which the study is being carried out.

TYPES/ CLASSIFICATION OF RESEARCH

This can be classified according to the following different perceptions;

1. Based on expected outcome
This can either be basic (Pure, theoretical, fundamental) or applied/Empirical. 

a) Basic (Pure, theoretical, fundamental) research:

It is the generation of a body of knowledge intended to improve the understanding of general issues or problems that commonly occur in organizational settings and how they can be solved but without emphasis on any specific or immediate application. 

b) Applied/ Empirical research:
It refers to the research done with the intention of applying results of the findings to solve specific problems currently being experienced in the organization. 

2. Based on the Research process.

This may be either qualitative or quantitative research.

a) Qualitative research is subjective and based on opinions and perceptions. Qualitative data is collected so as to formulate a better understanding of the problem and may end up in formulation of a theory.

b) Quantitative research uses specific numerical measures and hence is objective. It bases on theories to develop hypotheses which are later tested. It is common in business research.

Features of Qualitative and Quantitative Research

The following table show key differences between qualitative and quantitative research;
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3. Based on Logic or sequence of the research
The key question here is whether the research moves from a general picture to a specific picture or vice versa. This classification brings a distinction between deductive and inductive research. 

a) Deductive research is the process by which we arrive at a reasoned conclusion by logically generalizing from a known fact. The researcher tests theory through data collected. 

b) Inductive research specific instances are used to build general inferences about the population. The researcher uses data collected to develop a theory

4. Based on the ability of a researcher to control variables

The key issue here is whether the researcher is able to control/manipulate variables as he/she studies them. It includes Experimental and Non-experimental research.

a) Experimental Research is one in which the researcher is able to manipulate and directly control the independent variables. 

b) Non-experimental Research is one in which the scientists does not have direct control over independent variables because their manifestations have already occurred due to being inherently not manipulatable. 

NB: Control is the most important difference between experimental and non-experimental researches.

APPROACHES TO RESEARCH

There are two broad approaches to research which include

a) Positivistic approach

b) Phenomenological approach 

a) Positivistic Research
This is also referred to as scientific research and has the following characteristics;

i. It is usually deductive i.e. it tests a theory through observed data.

ii. It seeks to explain relationships between variables.

iii. It usually uses quantitative data.

iv. The approach employs controls to ensure that non research variables don’t unduly influence research findings.

v. It uses a structured methodology to facilitate replication.

b) Phenomenological Research
This concentrates on social phenomena and is geared towards understanding what is happening and why it is happening. This will enable establishing a theory rather than provision of a theory.

STRATEGIES OF RESEARCH

After getting the approaches we now go and look for strategies

The following are the three generic research strategies;

1. Experiments

2. Case study

3. Survey

1. Experiments 
These represent a scientific approach in which a selected sample is subjected to a particular condition (stimulus) and then changes that result from this condition are recorded and reported. These changes may be compared with a control group not subjected to the condition or stimulus or with the state of the same group before the stimulus condition was applied. Experiments may either be field experiments or lab experiments.

2. Case Study
This is an intensive study of one or a few related cases in the population. It is usually used when the researcher is more interested in a deeper understanding of a problem than in generalizing the findings across the population. The in-depth investigation in the case study may be aimed at identifying or questioning an existing theory. 

3. Survey 
This is the most commonly used strategy in business. Data is collected from the entire population or in a larger sample and more often not many variables are investigated. Because of this wider coverage, surveys permit comparison and generalization of findings in a cross section of the study area (other conditions constant). 

RESEARCH DESIGNS

A Research design is the determination of the approach and strategy that will best meet the research objectives and answer the research questions. 

Research designs are broadly categorised into the following:

1. Research Designs Based On Purpose of The Research

2. Research Designs Based On Time Series

3. Other Types of Research Designs

The above three categories are discussed in more detail in the sections that follow;

1. RESEARCH DESIGNS BASED ON PURPOSE OF THE RESEARCH
These include;

a) Descriptive research. 

This describes the phenomena as they exist. It is undertaken in order to ascertain and be able to describe the characteristics of the variables of interest in a situation. 

b) Exploratory research. 

This is used in circumstances where little is known about the problem under investigation and the purpose of the research is to break ground about the characteristic and the nature of the problem. 

c) Explanatory research.
This is where the phenomenon is well known but the research is interested in explaining why it happens the way it does. Explanatory research aims at answering the questions “how” and “why”.

d) Predictive research.
This is used at generating data to be used for forecasting or to make deductions about future events. 

e) Comparative research designs 
These are aimed at comparing a given variable between groups in the same population or in different populations

f) Associational Research Design (Causal Versus Correlational)
The aim of associational research is to establish the relationship between the dependent and independent variable. 

Examples that call for associational research include;

i) Causal study question: Does smoking cause cancer?

ii) Correlational study question: Are smoking and cancer related?

g) Evaluative research
It is a research by which the effectiveness of business applications are studied, such as studying results of the adoption rate of new technologies disseminated or the extent to which socio-economic strategies addressing particular problems have succeeded or failed. 

h) Analytical research 
This research design often deals with an exercise in exploration and evaluation. The problem is approached without a predetermined stance. In an analytical paper, it is not the researcher's intent to persuade the audience that his ideas are right while those of others are wrong. Instead, the goal is to offer a critical interpretation of primary and secondary sources that will strengthen analysis of the topic.

2. RESEARCH DESIGNS BASED ON TIME SERIES
This gives rise to longitudinal and cross sectional research. The difference lies in the time frame in which the population is observed. 

a) Longitudinal research
This is carried out where the researcher wants to study people or phenomena at more than one point in time in order to answer the research question e.g the researcher might want to study employee’s behaviour before and after a change in the top management, to learn the effects of the change. 

b) Cross-sectional research
This occurs where data are gathered just once, perhaps over a period of days or weeks or months in order to answer a research question. Several similar cases are studied at a particular time. This is also called a snap-shot or one-shot research. The population or sample is observed as it is at the time. 

c) Panel Data Research 
Panel data research combines both longitudinal and cross-sectional data. It applies multi-dimensional data involving measurements of different characteristics of different organisations over time. Panel data contain observations of multiple phenomena obtained over multiple time periods for the same firms or individuals. As such, panel data consists of researcher's observations of numerous phenomena that were collected over several time periods for the same group of units or entities. 

3. OTHER TYPES OF RESEARCH DESIGNS
a. Ethnographical research: 

This stems from anthropology which is a study of society and their customs. Ethnography is a phenomenological research methodology in which a researcher seeks to understand patterns of human activity using socially acquired and shared knowledge. For example, one may want to find out whether there is loss of productive hours due to cultural activities such as funerals, weddings, etc. 

b. Action Research:
This is a phenomenological approach which is applied in nature and usually conducted by the use of case studies. The principle of action research is to diagnose organizational situations and to try and institute change above that situation while constantly observing and monitoring results.

It is usually applicable when the organization is planning change in social systems. It is familiar in management consulting projects. The researcher and his or her subjects agree before hand on the purpose of the study. They will jointly control its progress or monitor results together. Implementation is the responsibility of the respondent but should be assisted by the researcher. The significance of research is that of solving original current problems. It is also intended to contribute to management science.

c. Participatory Research:
This is another phenomenological methodology in which research is with people rather than on people, that is, respondents are involved in the entire process from designing a research to data collection, analysis, and engagement in discussions that set directions and monitor the progress of research. In other words, the respondents become co-researchers such that the questions, the responses and conclusions drawn are all shared experience.

d. Triangulation;
Triangulation is simply using different methods to research the same issue with the same unit of analysis. Triangulation may come at various stages of the research process. It may occur at the methodology stage. It may also occur at the data collection stage. Triangulation may occur at the theorizing stage and this is referred to as triangulation of theories e.g. one may use theories generated in a marketing research to generate perspectives about a human resource research.

As opposed to relying on one single form of evidence or perspective as the basis for findings, multiple forms of diverse types of evidence are used to check the validity and reliability of the findings. 

1. Historical Research Design
It involves examining past events to draw conclusions and make predictions about the future. The steps in historical research are: formulate an idea, formulate a plan, gather data, analyze data, and analyze the sources of data.
e) Cohort studies 
Here a group of study elements called a cohort is exposed to a risky factor and its resulting states are compared to another group also called cohort that has not also been exposed to a risk factor.

Multiple Research Designs
It is possible and indeed advantageous to use more than one approach in a single research design. This is usually so when the research is multi-purpose covering questions that call for different approaches.

A good research design should take into consideration the following:
i. It should be based on the problem definition and research objectives

ii. It should consider the extent of the rigor desired in relation to cost considerations

iii. It should minimize the bias and maximize the reliability of the data collected and conclusions reached.

iv. It should ensure adequate means of collecting data

v. The researcher must select the research design in light of the availability of skills to handle the particular design

vi. The researcher must ensure that there is enough time or money to complete the study using the selected design.

UNIT 4: SAMPLING 

Intended Learning Outcomes for Unit 4a:

By the end of unit 4a, you will be able to;

1. explain key principles of sampling in business research

2. apply suitable sampling methods to select a sample

3. apply suitable non-probability sampling methods to select a sample 

4. explain the factors that determine sample size

5. determine an appropriate sample size

6. identify sampling and non-sampling errors. 
Introduction
In most cases, you may want to collect data about a given population but its size may be too large especially give the time constraint. It may therefore be necessary to collect from a few so that those few represent the rest.

What is sampling?

It is the process of selecting a sufficient number of elements from the population (sample) so that by studying the sample, and understanding the properties or characteristics of the sample subjects, it would be possible to generalize the properties or characteristics to the population elements.

Key terms used in sampling

a) Target/Survey Population: Refers to the entire group of people, events or things of interest that the researcher wishes to investigate. 

b) An element: It is a single member of the population. 

c) Census: It is a count of all the elements in the population.

c) Sample: It is a sub-set of the population. It comprises some members selected from the population. In other words, some but not all elements of the population would form the sample. 

d) Sampling frame: It is a listing of all the elements in the population from which the sample is drawn. 

e) Subject: It is a single member of the sample, just as an element is a single member of the population. 

f) Sampling Unit: It is the basic unit containing the elements of the population to be sampled. It may be the element itself or the subject on which measurements are taken or a unit in which the element is contained.

Reasons for sampling

1. Resources and in particular time and money are often not adequate to cover the entire population. Sampling saves time and money. 

2. Sometimes it is not possible to inquire from the entire population e.g. when a research is on safety of a product that involves the justification of the product.

3. Sampling achieves better response rates than an attempt at complete coverage

4. The use of sampling permits employment of highly qualified personnel which translates into greater degree of accuracy 

5. A well designed and scientifically drawn sample coupled with a well conducted survey will produce results sufficiently close to the population characteristics with no statistically significant with differences.

6. Saves money and other resource like human and machines

Disadvantages / limitations of sampling

1. Chances of bias

2. Difficulties in selecting a truly representative sample

3. Inadequate knowledge in sampling techniques

4. Changeability of units

5. Impossibility of sampling

6. Chances of selecting specific class of samples only

7. Redundant and monotonous work
SAMPLING TECHNIQUES/ DESIGNS

There are two major types of sampling designs: 

A) probability/ random sampling techniques and, 

B) Nonprobability/ non-random sampling techniques

A. PROBABILITY/ RANDOM SAMPLING TECHNIQUES

This is used when the elements in the population have some known chance or probability of being selected as sample subjects. 

Probability sampling can either be

a) unrestricted (or simple random sampling) or 

b) restricted (or complex probability sampling) in nature.

Unrestricted or Simple Random Sampling

This is where all members/ elements have an equal chance of being selected. It may be done with or without replacement. Random sampling with replacement is a situation where population members once selected into the sample are put back into the pool such that there is chance that they may be reselected. This is also referred to as unrestricted sampling.

Random sampling without replacement is whereby once members are selected they cannot be selected again.

There are two basic procedures that are used to select a random sample:-

a) Assign different numbers to members of the population ranging from 1 to N, then put these numbers into a container or urn, mix the numbers thoroughly and pick n items where N is the population size and n is the sample size. This is sometimes referred to as the urn method.

b) Assign numbers to members of the population and use computer generated random numbers or random number tables to pick n items.

Restricted or Complex Probability Sampling

This offers viable and sometimes more efficient alternatives to the unrestricted design. Efficiency is improved in that more information can be obtained for a given size using some of the complex probability sampling procedures than simple random sampling design. 

These techniques include the following 

1) Systematic/ quasi-random sampling

2) Stratified random sampling 

3) Cluster sampling

4) Multi stage sampling 

5) Multi- Phase Sampling / Double sampling 

6) Area sampling

7) Sequential Sampling or Sampling in Instalments

1. Systematic/ Quasi-Random Sampling

This involves selecting n items following a certain interval given by the sampling fraction (k). The following is the procedure.

a) Determine both the population size (N) and sample size (n) and arrange the population on a list.

b) Calculate the sampling fraction (k)
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For exarnple, if N =100 and n= 10, thery





Therefore here you select every 10th person

c) Choose a starting point randomly ie using simple random sampling and the starting point should be a number from 1 to k.

 

d) Starting with the chosen number pick every Kth item on your list.

 

Example 

If we want to determine the accuracy of voters given 100 vouchers and say

N=100

n=25

K=4

 

Then select a no among 1, 2, 3 and 4 to get the starting point e.g. if 2 is selected then every fourth element from 2 is selected thus;
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2. Stratified Random Sampling

It is a process of sample selection which involves;

a) dividing the population into non-over lapping groups called strata basing on the stratification factor

b) selecting a sample from each stratum using a random technique 

 

Conditions That Should Be Satisfied In Order To Use Stratified Random Sampling

i. The strata must be mutually exclusive i.e. no member of the population should belong to more than one stratum.

ii. There should be maximum homogeneity within each strata and maximum heterogeneity between strata viz the variable interest. Eg students from different universities.

iii. Sampling within each stratum is done using a random based technique i.e. either systematic or simple random sampling. Each stratum must contribute to the final sample 

Stratified random sampling is a form of restricted random sampling. A sample as whole is not a random one because not all possible samples of size n have an equal opportunity of being the sample selected 

3. Cluster Sampling

This is a sampling method where blocks of the population are chosen to constitute a sample. It consists of first selecting, at random, groups/ blocks of units called clusters from the universe then all the units in the clusters chosen make up the sample and are all interviewed. 

It is commonly used where;

a) There is no satisfactory sampling frame that covers the entire population 

b) Where the population is sparsely spread such that it could be inconvenient and costly to cover the far and wide elements that will be chosen by other probability sampling methods.

Conditions for cluster sampling 

i. It should be possible to separate the population into discernible groups/cluster.

ii. Clusters must contain maximum heterogeneity within each cluster and maximum homogeneity between the clusters. This condition is important or crucial to cluster sampling. It implies that if one inquires from one or a few cluster, the entire variation in the population is computed. Eg Behaviour of residents of flats.

iii. Once the sample clusters have been selected they must be covered by the investigator 100% i.e. every member of the cluster must be inquired from.

iv. Choice of the sample cluster must be through a random method of selection i.e. simple random sampling or systematic sampling 

4. Multi- Stage Sampling

Under this method, a sample is selected in stages. The population is divided into a number of large sampling units, each of which in turn is divided into smaller units, and so on. A random sample is taken of the large units at the first stage and from those selected a further random sample, i.e, the second stage is collected of the smaller units. 

The following stages are followed.

i. Divide the district into divisions (counties)

ii. Select a sample of divisions / counties using either simple or systematic sampling

iii. Stratify the division/ counties into sub-counties.

iv. Then select a sample of sub-counties using either simple or systematic sampling

v. Stratify the sub-counties according to parishes 

vi. Select a sample of parishes using simple random sampling or systematic sampling. 

vii. Stratify the parishes into villages

viii. Select a sample of villages using simple random or systematic sampling
ix. From the villages selected, study the SMEs.

5. Multi- Phase Sample / Double sampling

With this sampling method, sample data is collected from a given sample but additional questions are asked of a sub-set of the original sample either at the same time or at later time.

6. Area Sampling (Geographical Cluster Sampling)

This sampling design constitutes geographic clusters: that is when the research pertains to populations within identifiable geographic areas such as counties, city blocks, or particular boundaries within a locality, area sampling may be done. Thus, area sampling is a form cluster within as area. It is a form of sampling in which a region is subdivided and some of the divisions are then selected at random for a complete survey. Each of the chosen sub-areas is then fully inspected and enumerated, and may form a frame for further sampling if desired. A map is used to select the area and can work as a sampling frame.

7. Sequential Sampling or Sampling in Instalments

Under this method, the researcher takes a very small sample in the beginning and tries to draw inference on the basis of that sample. If no clear-cut inference is possible, he/she adds some more units to the sample (often one at a time) and weighs the enlarged sample evidence to see if the inference can be drawn now. This is continued until a point is reached at which a clear-cut inference can be drawn within some previously chosen degree of confidence. In this way, the researcher works on the basis of a pre-determined sample-plan which tells how long he/she should go on increasing the sample.

B. NON-RANDOM METHODS OF SAMPLING/NON PROBABILITY SAMPLING TECHNIQUES 

In many research situations, it may not be possible to assign a calculable probability of selection to each member of the target population. Therefore probability-sampling design cannot be used and the researcher has to use subjective judgment.

These include the following

1) Quota sampling

2) Purposive sampling 

3) Convenience (Accidental or haphazard) sampling 

4) Snow ball (Chain referral) sampling

5) Self selected (Voluntary) sampling 

1. Quota Sampling

This is a form of stratified sampling in which the selection of the actual sample is non-random. Quota sampling attempts to cover the entire population by dividing it into categories and allocating a quota to each category e.g. a population may be divided by gender i.e. category of men and women. The allocation of quotas should be determined by the relative predominance of particular category in the target population. The predominance should be related to the variable under investigation. 

2. Purposive Sampling (Judgment Sampling)

In this sampling technique elements in the sample are selected from the population because they conform to certain characteristics that the investigator or the researcher is interested in. In other words the researcher deliberately picks elements of the population that are responsible or relevant to the purpose of the investigation. 

3. Convenience (Accidental or haphazard) Sampling

Under this technique the researcher chooses elements that are:-

a) Easy to identify and locate.

b) Easy and convenient to collect data from.

 

The researcher interviews informally met or readily available persons on the road or shop, office or anywhere. Sampling inaccuracy may be very high but time and money are saved.Sample selection continues until the required sample size has been obtained. 

4. Snow-Ball (Chain referral) Sampling

Sampling is done in stages. In the first stage the researcher chooses one or a few respondents whom he/she believes have attributes, benefiting his/her research. He/she interviews them and asks them for other people having the same or even better characteristics he/she is looking for. At the second stage, he/she interviews respondents whom the previous respondents suggested to him/her. These also suggest other interviewees for the third stage. The chain goes on until a sample that is enough is obtained.

5. Self-Selected/ Voluntary Sampling

In this technique the researcher allows elements usually individuals to express their interest in taking part in the survey. The researcher publicizes the need for participants and collects information from those who respond. 

Considerations when selecting a method for selecting a sample

1. The need to avoid bias in the selection of the sample. Bias is introduced in a simple if members selected from the population favour certain events. 

2. Trying to achieve maximum precision in the results for a given cost outlay.

3. The relevant target population of focus to the study.

4. The parameters or variables being investigated.

5. The sample size needed.

6. The time that can be spent in collecting the data from the sample.

NON-RESPONSE

This refers to a situation where elements of the population selected into the sample do not respond to the investigation. Non-response implies that some variation that may be relevant to the study is being left out therefore there is need for concerted effort on the part of the researcher to keep the proportion of non-response at minimum. 

Non-response rate =  No. of respondents/elements that do not answer the questions (respond) X 100

 


The total No. of respondents/elements who were approached

Increasing the response rate 

Response rates for face-to-face interviews are typically in the 75% range, and for mail surveys 10% is considered good in some marketing surveys. However, "good" depends on purpose and resources of the polling organization. It is noteworthy that a high response rate is essential to reliable statistical inference. 

Response rate can be increased by; 

1. Having legitimate sponsorship for the survey, geared to sponsors who are highly-regarded in the community being surveyed 

2. Having a good, short explanation justifying the survey 

3. Notifying individuals in advance that a survey is coming 

4. Keeping the survey instrument short, and letting prospective subjects know this. 

5. Assure confidentiality and anonymity. 

6. Offer to reschedule interviews to a time of the subject's convenience. 

7. Make call-backs (four is typical) where needed. In mail surveys, provide a new copy of the instrument each time. Postcard and e-mail reminders also help. In mail surveys, plan to wait about six weeks for all responses to drift in. Reminders to respondents in form of phone calls.

8. Start the instrument with non-threatening questions which arouse interest. 

9. Offer to provide final results later on. 

10. In mail surveys, use certified and express mail. In e-mail surveys, use priority e-mail. 

11. Offer token remuneration (eg., $1 enclosed in mail surveys; $5 in face-to-face interviews; or use pens, keychains, calendars, or other tokens to make respondents feel like they are getting something in return). Linking the return of the survey to entrance into a lottery for a substantial prize (eg., $1,000) can also boost response rates. 

12. Getting information about non-responding individuals from third parties.

13. Addressed and Stamped return envelope
DETERMINING SAMPLE SIZE

Determining the sample size, n, is an important aspect of the sampling design issue. A reliable and valid sample should enable us to generalise the findings from the sample to the population under investigation. 

Factors That Determine Sample Size
Sample size, n, is a function of 

a) statistical considerations

b) non-statistical considerations. 

a) Statistical Considerations
i) Nature of the population
ii) Degree of accuracy or precision desired from the estimate
iii) Degree of confidence desired
iv) Population size

b) Non-statistical considerations
i) Resources available
ii) Nature of study
iii) Method of sampling followed
iv) Nature of respondents and other field conditions
Methods of determining sample size
These are several methods and some of them include;

1. Saunders, Lewis and Thornhill (1997) proposed the following formula for determining sample size; 

Sample Size= P x Q x (Z /E)2
Where P = Number of target population that conforms to the characteristics of the sample required 

Q = Number of target population that does not conform to the characteristics of the sample required.

Z = Confidence Level required (eg 95%)

E = Margin of error (eg 5%)

2. Using previous studies in the same area: This method of determining sample size was used and recommended by Saunders, Lewis and Thornhill (1997) and Hill (1998). The average of previous studies when computed gives a sample size that can be used for the current study. 

3. Sekaran (2000) proposes several formulae based on statistics depending on the variables available.
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Where;

Sẍ is the standard error or the extent of precision offered by the sample

S is the standard deviation of the sample

n is the sample size.

Also

Sẍ = [image: image7.png]
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Where;

Sx is the standard error or the extent of precision offered by the sample

S is the standard deviation of the sample

N is Population size

n is the sample size.

4. Sample size Calculators online 

These are computer generated and some of them can be accessed online at

a. http://www.surveysystem.com/sscalc.htm
b. http://www.dssresearch.com/toolkit/sscalc/size_a1.asp
5. Krejcie and Morgan (1970) proposed a table for determining the sample size based on confidence level needed from a given population.
From the table it is noted that as the population increases the sample size increases at a diminishing rate and remains relatively constant at slightly more than 380 cases. (See Table on next page)
Table for Determining Sample Size from a Given Population

Table : Required sample size, given a finite population

	N-------n
	N--------n
	N---------n
	N---------n
	N----------n

	10-----10
	100-----80
	280-----162
	800-----260
	2800-----338

	15-----14
	110-----86
	290-----165
	850-----265
	3000-----341

	20-----19
	120-----92
	300-----169
	900-----269
	3500-----346

	25-----24
	130-----97
	320-----175
	950-----274
	4000-----351

	30-----28
	140-----103
	340-----181
	1000-----278
	4500-----354

	35-----32
	150-----108
	360-----186
	1100-----285
	5000-----357

	40-----36
	160-----113
	380-----191
	1200-----291
	6000-----361

	45-----40
	170-----118
	400-----196
	1300-----297
	7000-----364

	50-----44
	180-----123
	420-----201
	1400-----302
	8000-----367

	55-----48
	190-----127
	440-----205
	1500-----306
	9000-----368

	60-----52
	200-----132
	460-----210
	1600-----310
	10000-----370

	65-----56
	210-----136
	480-----214
	1700-----313
	15000-----375

	70-----59
	220-----140
	500-----217
	1800-----317
	20000-----377

	75-----63
	230-----144
	550-----226
	1900-----320
	30000-----379

	80-----66
	240-----148
	600-----234
	2000-----322
	40000-----380

	85-----70
	250-----152
	650-----242
	2200-----327
	50000-----381

	90-----73
	260-----155
	700-----248
	2400-----331
	75000-----382

	95-----76
	270-----159
	750-----254
	2600-----335
	100000-----384


  Source: Krejcie and Morgan (1970:608) in Hill (1998). 

Where N= Population size, and n= sample size required.


Incorporating non-response
The sample size may be expended to cater for those elements of the population selected in to the sample but may not respond to the investigation. The sample size may be increased by a certain proportion. This proportion is mainly got from the response rates of previous studies. If they differ, then the average is used.

Sampling and Non-sampling Errors

Sampling Error
This is the difference between the sample statistic and the population parameter. When a certain statistic is calculated from a sample and is used as an estimate of the population parameter, the researcher subjects him/herself to this type of error. This error arises due to the fact that only part of the population has been used to estimate the population parameter. As such, this error would not be present in a census. 

Non-sampling Errors
These errors arise due to factors other than the inductive process of inferring about the population from a sample. Some important factors which give rise to these errors are as under;

a) Defective frame and faulty sampling.

b) Inappropriate methods of data collection, coding and tabulation.

c) Untrained investigators

d) Inadequate inspection and supervision

e) Incomplete coverage

UNIT 5: DATA COLLECTION

Intended Learning Outcomes for Unit 5a:

By the end of Unit 5a, you will be able to;

1. distinguish between the different types of data

2. apply appropriate data collection methods depending on the research problem, type of data required and the target population 
Introduction

Data Collection involves going out to the field, contacting the respondents or getting written reports/ publications pertaining to the problem and gathering facts of a given type from them.

 
What is Data?
These are facts in raw or unorganized form (such as alphabets, words, numbers, or symbols) that refer to, or represent, conditions, ideas, or objects on the participants about whom the researcher is studying. 
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TYPES OF DATA
1. Quantitative data

2. Qualitative data

 

1. Quantitative data
This is data that is in numerical form often collected from numerical variables such as age, height, income, distance, weight, length, years, revenue, cost values, expenses values etc.

 
2. Qualitative data
This is data that is in descriptive form often collected on abstract variables where opinions, feelings and attitudes are studied.

For more about the difference between quantitative and qualitative data, click on the link below and watch the video; http://www.youtube.com/watch?v=EcKrT_IegoU 

SOURCES OF DATA

Two sources mainly;

1. Primary data Sources

2. Secondary data Sources

 

1. Primary Data Sources
Primary data refers to raw facts collected or generated for a given research. It is gathered originally for the first time. Primary sources are original sources from which the researcher directly collects data that have not been previously collected e.g, collection of data directly by the researcher on brand awareness, brand preference, brand loyalty and other aspects of consumer behaviour from a sample of consumers by interviewing them. It can be got using different methods i.e. Interviewing, questioning, observing, Experimentation, participating. It is collected for looking for particular research information.

Advantages of Primary Data
a) ·It is an original source of opinions and behaviour of the population 

b) ·It is possible to capture the changes occurring in the course of time.

c) It is flexible to the advantage of the researcher.

d) Un biased information is collected since it is got directly from the population

e) Relevance of data is checked while data collection is being done. 

f) Accuracy of facts can be verified at the point of collecting data. 

g) The researcher can verify reputation and credibility of sources of data if he/she goes out to look for them and facts about them.

h) In this day and age, conducting primary research is easy with the different mediums that allow researchers to freely reach different people. 

i) One of the main advantages of collecting primary data is the amount of control the researchers have. 

j) Primary data can be collected using a number of ways like interviews, telephone surveys, focus groups etc. 

k) Primary data is current and it can better give a realistic view to the researcher about the topic under consideration presently.

Disadvantages of Primary Data
a) It is expensive to obtain. 

b) It is time consuming. 

c) It requires extensive research personnel who are skilled

d) Large volumes of data are usually got which may be difficult to manage.

e) Direct and personal intervention has to be there but if some respondents are shy while others are uncooperative, data may not be got.

f) Some respondents do not give timely responses which will delay the analysis which is not the case if secondary data was used.

g) Sometimes, the respondents may give fake, socially acceptable and sweet answers and try to cover up the realities.

h) It has design problems like how to design the surveys. 

 

2. Secondary Data Sources
Secondary data is data that already exists and was prepared or developed for some purpose other than to solve the problem at hand. It is already assembled data.

Sources of secondary data
a) Internal sources.
This can be found within the organisation or entity being studied and involves internal records within the organization i.e. accounting and financial records, minutes of meetings, sales reports, Suppliers’ records from the purchasing department, etc.

 

b) External sources.
These include publications from different agencies or organisations outside the entity concerned. Sources may be trade and industrial reports held by government or private agencies, consultants’ report, publications from international bodies like the United Nations (U.N), World Health Organisation (W.H.O), World bank, etc, published text books, Mono-grams, Newspapers, Advertising agencies, Independent research firms, magazines, Internet etc.

 
Merits or Advantages of Secondary data
1. It is economical. 

2. Availability. 

3. Time is saved in acquiring data. 

4. Does not require very skilled staff. 
 
Demerits/ Limitations or Disadvantages of Secondary data
a) Irrelevancy. 

b) Accuracy of the data. 

c) Reputation and creditability of the sources.

d) Variations in data. 

e) Errors. 

Factors For Choosing a Source Of Data.
These are factors that give guidance to choosing which source of data to use. They include;

1. The nature, scope and objective of the research.

2. Availability of funds. 

3. Availability of time. 

4. Literacy level of the respondents. 

5. Accessibility and conduct of the respondents. 

6. Availability of written information on a subject. 

METHODS OF DATA COLLECTION 


Collecting data will involve going out in the field and contacting the respondents of a given type of research depending on the definition of the survey population and sample (primary data) or reading reports and other publications pertaining to the problem (Secondary data).

The different methods that can be used for collecting data include 

1. Interview/ Survey method

2. Observation

3. Projective Techniques

4. Experimentation

5. Documentation review/ Archival Research (for secondary data)

1. INTERVIEW/ SURVEY METHOD

This involves asking respondents questions indirectly (sending or leaving questionnaires with them) or directly.

A) QUESTIONNAIRE METHOD OF INTERVIEWING
This method involves designing a questionnaire and sending it to respondents to fill or the researcher administering it directly by physically distributing, asking respondents to fill in or filling it in on their behalf.

A questionnaire may be defined as a set of formalized questions used in a survey to collect information which is later analyzed to provide results necessary for solving a given research problem. 

General advantages of questionnaires
1. Large amounts of information can be collected from a large number of people in a short period of time and in a relatively cost effective way.

2. Can be carried out by the researcher or by any number of people with limited affect to its validity and reliability since

3. The results of the questionnaires can usually be quickly and easily quantified by either a researcher or through the use of a software package

4. Can be analysed more easily, 'scientifically' and objectively than other forms of research. 

5. Positivists believe that quantitative data can be used to create new theories and / or test existing hypotheses

6. The responses are gathered in a standardised way, so questionnaires are more objective than interviews. Questionnaires reduce bias. 

7. They are the most familiar and simple method to administer to staff and managers and will therefore receive less resistance in application.

8. The format is familiar and simple to most respondents hence making questionnaires easily accepted by them and compared to other methods. 

9. They can be used for sensitive topics which users may feel uncomfortable speaking about to an interviewer.

10. Respondents have time to think about their answers; they are not usually required to reply immediately. 

 

General disadvantages of questionnaires
1. Is considered to be inadequate to understand some forms of information especially changes of emotions, behaviour, feelings etc.

2. Phenomenologists state that quantitative research is simply an artificial creation by the researcher, as it is asking only a limited amount of information without explanation

3. Questionnaires are standardised so it is not possible to explain any points in the questions that participants might misinterpret. 

4. There is no way to tell how thoughtful and truthful a respondent is being. 

5. The respondent may be forgetful or not thinking within the full context of the situation. Questionnaires, like many evaluation methods occur after the event, so participants may forget important issues.

6. People may read differently into each question and therefore reply based on their own interpretation of the question - i.e. what is 'good' to someone may be 'poor' to someone else, therefore there is a level of subjectivity that is not acknowledged

7. There is a level of researcher imposition, meaning that when developing the questionnaire, the researcher is making their own decisions and assumptions as to what is and is not important...therefore they may be missing something that is of importance. 

8. Open-ended questions can generate large amounts of data that can take a long time to process and analyse. 

9. Some respondents may not be willing to answer the questions. 

10. . In some situations they can take a long time to design. 

11. They are difficult to administer especially if the population scattered. 

12. In case the researcher forgets to ask a question, he/she cannot usually go back to respondents, especially if they are anonymous. 

13. Those who have an interest in the subject may be more likely to respond, skewing the sample. 

14. Respondents may ignore certain questions especially if they do not appeal to them or they are scared of disclosing the information or any other reason. 

15. They are not suitable to investigate long, complex issues that need a lot of care and narration. 

16. Questionnaires are unsuitable for some kinds of respondents, e.g.  the illiterate. 

17. There is the danger of questionnaire fatigue if surveys are carried out too frequently. 

18. Nearly ninety percent of all communication is visual. 

19. When using postal/mail, internet and computer questionnaires and they are mailed back or arrive by post, it's natural to assume that the respondent is the same person you sent the questionnaire to. 

20. Respondent can read all questions beforehand and then decide whether to complete or not. 

Parts of a Questionnaire/ Principles of Questionnaire design
a. Its identification.
This section is mainly for purposes of identifying and introducing the questionnaire. It includes the title of the questionnaire, the purpose of the survey, greetings (if necessary), explanations about the research and the researcher, the serial numbering and any other necessary details. The general theme of the questionnaire should be made explicit. You should state who you are; why the data is required; give, if necessary, an assurance of confidentiality and/or anonymity; and contact number and address or telephone number. This ensures that the respondents know what they are committing themselves to, and also that they understand the context of their replies. If possible, you should offer an estimate of the completion time. Instructions for return should be included with the return date made obvious. For example: ‘It would be appreciated if you could return the completed questionnaire by... if at all possible’.

Instructions for completion
You need to provide clear and unambiguous instructions for completion. Within most questionnaires these are general instructions and specific instructions for particular question structures. It is usually best to separate these, supplying the general instructions as a preamble to the questionnaire, but leaving the specific instructions until the questions to which they apply. The response method should be indicated (circle, tick, cross, etc.). Wherever possible, and certainly if a slightly unfamiliar response system is employed, you should give an example.

 

b. Information necessary for identifying the respondent (Background/bio data. This entails questions about the respondent.  It tries to identify the specific characteristics of the respondent. This section should work to motivate the respondents to answer questions in the questionnaire. It usually includes questions about the demographic characteristics e.g. the location, age, gender, marital status, education background, income levels, etc.

 

It should be noted however, that these may be sometimes sensitive questions and if not very necessary, they may be avoided.

 

c. Questions of the content of the survey.
This is designed to collect information regarding the subject matter of the research project. It can be put into sections depending on the variables, their indicators or the objectives. The sections vary depending on the topic.

Question content should be derived from the major problem of study. In considering any question, it is wise for the researcher to establish whether respondents will give any kind of answer to most questions even if they are not well informed about them. If you are not sure that the respondent has the answer, then you may avoid factual questions.

 

d) Control questions.
These are questions, which are included in the questionnaire to ensure and crosscheck on the correctness and accuracy of the respondent’s answers.

 

The respondents may have a tendency of giving wrong information. The researcher should therefore design the questionnaire in such a way as to eliminate or be able to identify wrong information. Control questions act as checkpoints.

e) Thank you
Respondents to questionnaires rarely benefit personally from their efforts and the least the researcher can do is to thank them. Even though the covering letter will express appreciation for the help given, it is also a nice gesture to finish the questionnaire with a further thank you.

Other general Principles of Questionnaire design
a) Hygienic factor.
This looks at how tidy the questionnaire is. It considers cleanliness, structure of questions, nature of presentation, etc within the questionnaire. The hygienic factor should make the questionnaire user friendly. Questions should not be too complicated and too long. Easy and short  questions make life easy for the respondents.

b) Appearance
Appearance is usually the first feature of the questionnaire to which the recipient reacts. A neat and professional look will encourage further consideration of your request, increasing your response rate. In addition, careful thought to layout should help your analysis. 

There are a number of simple rules to help improve questionnaire appearance:

i. Liberal spacing makes the reading easier.

ii. Photo-reduction can produce more space without reducing content.

iii. Consistent positioning of response boxes, usually to the right, speeds up completion and also avoids inadvertent omission of responses.

iv. Choose the font style to maximise legibility.

v. Differentiate between instructions and questions. 

The questionnaire should be carefully and clearly laid out. It is usually important to have a covering page, an introductory message or letter. The later should be brief but should cover essential points e.g. letter head, sponsorship, the major use of the research etc. The letter should also inform the respondents about the subject of research and of the fact that the respondent represents a cross section of the population under study. It should tell the respondent what they are expected to do. The letter should motivate the respondents. In the questionnaire one may use bold type words to try and emphasise particular words and instructions.

It is important to think of the problems to be solved by the survey and hence decide on what questions to be asked. The temptation is always to cover too much and ask everything interesting to the researcher. This must be resisted because too many and lengthy questions discourage respondents. The solution to this is to use the variables and their indicators to know about which aspects to ask.

 

It is important that the researcher must rigorously examine every question and exclude that one not strictly relevant.

 

c) Question wording.
i) Leading questions. A leading question is one which, by its content, structure or wording, leads the respondent in the direction of a certain answer. Avoid loaded or leading questions that imply a certain answer. For example, by mentioning one particular item in the question, ‘Do you agree that Colgate toothpaste is the best toothpaste?’ The questions which suggest some of the possible answers and are leading may include ‘You don’t see, do you?’ OR ‘Shouldn’t something be done?’

 

ii) Questions that are insufficiently specific. A common error is to ask a general question when an answer on a specific issue is wanted. 
iii) Ambiguous questions. These should be avoided because if they are included, different people will understand the questions differently and in effect will answer differently. Use words and phrases that are unambiguous and familiar to the respondent. 

vi) Use simple language. The population being studied should be kept in mind. The aim of question wording is to communicate with the respondent as clearly as possible in their own language. A survey of the members of a particular profession can usefully employ the profession’s technical terms. However technical terms and jargons should be avoided in surveys of the general population.

 

v) Embarrassing questions. There are questions about subjects that people don’t want to discuss in public. Respondents are often embarrassed to discuss private matters in public because they may be shy or have low self-esteem. They may also fear to admit to an acceptable behaviour. E.g. questions concerning sexual behaviour, frequency of taking birth, frequency of brushing teeth, cheating in exams, e.t.c.

 

One measure of eliminating the threatening nature of embarrassing question is to express them in a 3rd party expression.

 

vi) Personalised questions. It’s usually necessary to decide whether a question should be asked in a personalized form not.

 

vii) Presuming questions. Questions should not presume anything about the respondents i.e. they should not imply that the respondents must have all knowledge or that the respondent engages in the activity about which the research is being under taken. E.g. questions like ‘how did you vote in the last general elections?”

 

· Questions involving memory. Most factual questions involve the respondent in recalling information. The degree of success in recalling information accurately will be a basic determinant of the quality of the response.

· Keep the questions short, simple and to the point; avoid all unnecessary words.

· Only ask questions that the respondent can answer. Hypothetical questions should be avoided. Avoid calculations and questions that require a lot of memory work, for example, ‘How many people stayed in your hotel last year?’

· Vacuous words or phrases should be avoided. ‘Generally’, ‘usually’, or ‘normally’ are imprecise terms with various meanings. They should be replaced with quantitative statements, for example, ‘at least once a week’.

· Questions should only address a single issue. For example, questions like: ‘Do you take annual holidays to Spain?’ should be broken down into two discreet stages, firstly find out if the respondent takes an annual holiday, and then secondly find out if they go to Spain.

· Do not ask two questions in one by using ‘and’. For example, ‘Did you watch television last night and read a newspaper?’

· Avoid double negatives. For example, ‘Is it not true that you did not read a newspaper yesterday?’ Respondents may tackle a double negative by switching both negatives and then assuming that the same answer applies. This is not necessarily valid.

· State units required but do not aim for too high a degree of accuracy. For instance, use an interval rather than an exact figure:

· Avoid emotive or embarrassing words – usually connected with race, religion, politics, sex, money.

Types of questions
A questionnaire may contain either closed (close-ended) questions or open (open-ended) questions or a combination of both.

1) Closed questions (Close-ended/pre-coded questions)
A question is asked and then a number of possible answers are provided for the respondent. The respondent selects the answer which is appropriate. Closed questions are particularly useful in obtaining factual information.

2) Open questions (Open-ended questions). In an open question, the respondent is given freedom to decide the aspect, the form, detail and length of the answer. It is the interviewee to record as much of the answer as possible. The respondent is given a chance to write the answer to the extent they want.

PRE-TESTING THE QUESTIONNAIRES – pilot survey
Questionnaire design is fraught with difficulties and problems. A number of rewrites will be necessary, together with refinement and rethinks on a regular basis. Do not assume that you will write the questionnaire accurately and perfectly at the first attempt. If poorly designed, you will collect inappropriate or inaccurate data and good analysis cannot then rectify the situation.

To refine the questionnaire, you need to conduct a pilot survey. This is a small-scale trial prior to the main survey that tests all your question planning. Amendments to questions can be made. After making some amendments, the new version would be re-tested. If this re-test produces more changes, another pilot would be undertaken and so on. For example, perhaps responses to open-ended questions become closed; questions which are all answered the same way can be omitted; difficult words replaced, etc.

Testing for Questionnaire Reliability and Validity
Reliability
Reliability is the consistency of your measurement, or the degree to which an instrument (Questionnaire) measures the same way each time it is used under the same condition with the same subjects. In short, it is the repeatability of your measurement.

 

There are two ways that reliability is usually estimated: test/retest and internal consistency.

 

1. Test/Retest
Test/retest is the more conservative method to estimate reliability. Simply put, the idea behind test/retest is that you should get the same score on test 1 as you do on test 2. 

The three main components to this method are as follows:

a.) implement your measurement instrument at two separate times for each subject;

b). compute the correlation between the two separate measurements; and

c) assume there is no change in the underlying condition (or trait you are trying to measure) between test 1 and test 2.

2. Internal Consistency

Internal consistency estimates reliability by grouping questions in a questionnaire that measure the same concept. For example, you could write two sets of three questions that measure the same concept (say class participation) and after collecting the responses, run a correlation between those two groups of three questions to determine if your instrument is reliably measuring that concept.

 

One common way of computing correlation values among the questions on your instruments is by using Cronbach's Alpha. In short, Cronbach's alpha splits all the questions on your instrument every possible way and computes correlation values for them all (we use a computer program for this part). In the end, your computer output generates one number for Cronbach's alpha - and just like a correlation coefficient, the closer it is to one, the higher the reliability estimate of your instrument. Cronbach's alpha is a less conservative estimate of reliability than test/retest.

The primary difference between test/retest and internal consistency estimates of reliability is that test/retest involves two administrations of the measurement instrument, whereas the internal consistency method involves only one administration of that instrument.

 
Validity
Validity is the strength of our conclusions, inferences or propositions. More formally, Cook and Campbell (1979) define it as the "best available approximation to the truth or falsity of a given inference, proposition or conclusion." In short, were we right?

 

Types of Validity:
There are four types of validity commonly examined in social research.

a) Conclusion validity asks is there a relationship between the program and the observed outcome? Or, in our example, is there a connection between the attendance policy and the increased participation we saw?

 

b) Internal Validity asks if there is a relationship between the program and the outcome we saw, is it a causal relationship? For example, did the attendance policy cause class participation to increase?

 

c) Construct validity is the hardest to understand in my opinion. It asks if there is a relationship between how I operationalized my concepts in this study to the actual causal relationship I'm trying to study. Or in our example, did our treatment (attendance policy) reflect the construct of attendance, and did our measured outcome - increased class participation - reflect the construct of participation? Overall, we are trying to generalize our conceptualized treatment and outcomes to broader constructs of the same concepts.

 

d) External validity refers to our ability to generalize the results of our study to other settings. In our example, could we generalize our results to other classrooms?

Factors affecting the percentage of returned questionnaires
1. Length of the questionnaire.

2. Reputation of the sponsoring agency.

3. Complexity of the questions asked.

4. Relative importance of the study as determined by the potential respondent.

5. Extent to which the respondent believes that his responses are important.

6. Quality and design of the questionnaire.

7. Time of year the questionnaires are sent out.

MAIL QUESTIONNAIRE
Mail questionnaire involves the researcher sending the questionnaire to the respondent by post for filling. Here the researcher does not personally administer the question. The questionnaires are printed and then sent to the respondent either by an agent or through the post office in a well addressed envelope. The respondents fill the questionnaire by themselves.

Advantages of Mail Questionnaire
1. Cheaper than other methods 
2. Time saving 
3. It is easier to reach people in inaccessible areas when we use the mail questionnaire method. 

4. The absence of no interviewer may yield better reply from the respondent especially because there will be no interviewer’s bias or influence the interviewer or researcher may have facial expressions, expressions in the tone e.t.c. which may bias the respondents.

5. The questionnaire may be completed at the respondent’s convenience. 

6. Personal questions and embracing questions may be may be willingly answered.

7. Standard wording in mail questionnaire helps to get comparison or respondent answers by the fact that each respondent is exposed to exactly the same wording.

Disadvantages

1. Mailed questionnaire can only be used where questions are straightforward and simple to be understood by the respondent.

2. It has a major drawback due of non-response. 

3. It is not appropriate where a great deal of explanation is required.

4. The mail questionnaire gives no chance of probing beyond the given answer or clarifying on an ambiguous answer or question i.e. this indicates that there is no flexibility in using the mail questionnaire.

5. It is difficult to ensure that the right person completes the questionnaire.

6. It can give no opportunity of supplementing the data through observation method.

7. The mail questionnaire can introduce bias in to the respondent if the respondent reads through the questions first before answering i.e. there’s no control over question answering.

8. Many questions would remain unanswered with no supervision in filling the questionnaire.

9. There’s no strong control over data of response naïve is completed can damage the study seriously.

Ways Of Improving Response Of Mail Questionnaire      

1. Keep the questionnaire short.

2. Make the questionnaire look attractive i.e. neat and clear to the respondents.

3. Send an envelope with a stamp and the return address well written to the respondent. 4. Send a reminder to the respondent because sometimes they may relax or even forget.

5. Use covering letters to accompany the questionnaire and should be in good language.

6. Sometimes a payment or gift should be given as an incentive to complete the questionnaire.

7. The researcher can have multiple collection points where respondents can drop filled questionnaires.

B) DIRECT INTERVIEW AS A SURVEY METHOD
Here the interviewer approaches the respondent and puts questions directly to the respondent. The researcher then records the replies. The interviewer should have an interview guide which helps in completing the work to be done. 

 

General Characteristics of interviews
1. The interview is done to collect information about unknown facts through face to face contact. 

2. In the interview both the researcher and the respondent get to know each other so that they understand each other’s research needs and requirements. 

3. The researcher tries to get information from the respondent which other methods usually fail to obtain.

4. The interview also aims at verification of new ideas which the interviewer might have about certain people.

5. Interview method helps to collect additional information or views of different people about different problems in different situations. 

6. The interview method also aims at providing an opportunity to observe things from very close quarters. 

 
Advantages Of The Interview Method
1. High response rate/ participation since the interviewer personally goes to the field, meets the people and collects information from them. 

2. This method helps to collect information from incapable people. 

3. It helps to get information from those that are reluctant to reply. 

4. In the interview method, there is a possibility to go deeper in the conversation. 

5. Possibility to cross check. 

6. Possibility of flexibility. 

7. Emotions and fears can be appreciated in the interview method while discussing a problem. 

8. It is possible to obtain information pertaining unknown events and the point of view of the respondent.

9.  Reliability of information and respondent. 

 

Disadvantages of the interview method

1) The method is costly. This is because it involves a lot of travelling from one respondent to another.

2) The method is time consuming since each respondent requires time to be interviewed.

3)  The possibility of changing meaning. 

4) Too much reliance on memory i.e the interviewer is expected to do many things at once and at the same time. 

5) Too much reliance on the individual. 

6) The difficulty in persuading the interviewee especially when he/she feels threatened and unsafe to give information. 

7) The problem of trained interviewers. It may be difficult to find trained interviewers. 

8) The problem of emotions. 

 

Types Of Interview
1. Structured/standardised/formal interview:
In this type of interview, the questions and their sequence are determined in advance. The interviewer merely proceeds systematically through the list of questions, noting the replies given by the respondent. 

Advantages of Structured interviews
1. They enable other investigators to duplicate the interview situation and to verify the results of previous interviews.

2. They are more economical because forcing the interviewer to move on a fixed track results into a wider coverage of respondents at the same time.

3. They demand less skills of the interviewer as opposed to the unstructured type.

4. They force the respondent to answers spontaneously without  too much meditation  and this acts as a check on fabrication.

Disadvantages of Structured Interview
1. Permitting little flexibility to the interviewer prevents him/her form going into depth and exploring other avenues of information which may appear to him/her as fruitful.

2. It may lead to the interviewer not exploring other methods of data collection since it seems straight forward.

2. Unstructured/unstandardised/informal interview
In this type of interview, the interviewer is free to develop each situation in whatever ways he/she deems appropriate for the purpose at hand. He/she can be flexible in adapting his/her approach to whatever appears to be most fruitful for a given respondent. He/she may change the general line of questioning if important results are not forthcoming or he/she may alter the wording of the questions so as to achieve some equivalence in meaning for different kinds of respondents. He/she may also omit certain questions totally or replace them with others, or add others.

Advantages of Unstructured interview
a. A skilled interviewer is able to develop new ideas about the phenomena under investigation. He/she is able to explore many new ideas and can go beyond the original formulation of the problem.

b. It leaves a favourable impression on the interviewee because, by giving an opportunity to the interviewee to speak freely, it relieves his/her tensions and clarifies his/her thinking.

Disadvantages/Demerits of Unstructured interviewed
a. The collection of data by this method is very slow. Only a small number of interviews can be completed in a given period.

b. Analysis of all sorts of responses is difficult and time consuming.

c. This type of interview needs a very high level of interviewing quality. The greater the discretion allowed to the interviewer, the more necessary is a high level of competence.

d. This type of interview cannot be replicated and its results cannot be generalised for large populations.

3. Semi-structured/Semi-standardised Interview
The interview is focused by asking certain questions but with scope for the respondent to express him or herself at length. The interviewer asks a number of specific major questions but he is also free to probe beyond the answers to these questions. The interviewer, although bound by a definite framework of topics to be covered about each responded, is more free to frame his/her questions and to decide their sequence according to his/her understanding of the situation. 

The respondents in this type of interview are always persons who are known to possess the experience of the subject matter under study.

Preparation for the interview

The following section is a step-by-step guide to conducting an interview. You should remember that all situations are different and therefore you may need refinements to the approach.

Planning an interview:

i. List the areas in which you require information.

ii. Decide on type of interview.

iii. Transform areas into actual questions.

iv. Try them out on a friend, relative or colleague.

v. Make an appointment with respondent(s) – discussing details of why and how long.

vi. Try and fix a venue and time when you will not be disturbed.

vii. It is necessary to understand the subject in the research the interviewer therefore should deeply  study the research problem to the prepared to face the interviewee

viii. Preparation of interview guide. Before the interviewer starts on the work, the interviewer should properly prepare an interview guide. This is a brief document which contains important key questions to be put to the respondents. It may also include important topics of concern. It may also have definitions of key issues to be explained. The main purpose of the interview guide is to help the interviewer keep track of the purpose of the study.

ix.  Selection of interviewees or respondents. 

x.  The interviewer should find a sample which will be quite representative of the population both in nature and character.

xi. Appointment of interviewer. 

xii.  Proper training. 

 

Conducting an interview:
	· Personally
	–
	arrive on time, be smart, dress appropriately, smile, be courteous, display good manners find a balance between friendliness and objectivity.

	· At the start
	–
	introduce yourself, re-confirm the purpose and assure confidentiality – if relevant, specify what will happen to the data.

	· The questions
	–
	speak slowly in a soft yet audible tone of voice, control your body language, know the questions and topic, and ask all the questions.

	· Responses
	–
	record as you go on question. Writing verbatim it good but slow and time-consuming. However, summarise. You can also use a recorder or tape. Agree beforehand with the interviewee. Consider effect on respondent’s answers. Use proper equipment in good working order, have sufficient tapes and batteries. Get a place with minimum or no background noise.

	· At the end
	–
	ask if the respondent would like to give further details about anything or any questions about the research. Thank them.


C) TELEPHONE SURVEY

This is where the research is carried out and information is collected over the phone i.e.  the interview is done on phone. It could be a fixed phone or a mobile phone.

 

Advantages of telephone survey

1. The telephone survey method is effective and takes a shorter time.

2. The method is economical because it does not involve a lot of movements from one place to another.

3. It is possible to reach special populations of people who have telephones e.g. professionals like lawyers, doctors, lecturers, accountants etc.
4. The unreachable or not easily approachable people can easily be contacted on the telephone

5. Since the interviewer is not in face to face contact with the respondents, they can get a chance of asking questions on topics that may be emotional, embarrassing etc.

6. Telephone conversations maintain privacy of things talked about.

7. It helps to ensure effective control i.e. a telephone interview can be controlled to a desired degree. This is because the little time on phone requires responses to be uniform and in line with the questions asked.

8. Spontaneous response.

9. Help can be given to the respondent.

10. The interviewer can record answers using any electronic recording device

Limitations Of Telephone Survey

1. The respondents are usually not a complete population i.e. some may not have telephones

2. The researcher may also be limited because of the unlisted telephone numbers i.e. the people you may rely on may be outside the sample

3. Where there is need to use visual aid like product samples, presentations, etc. telephone survey method would be inadequate.

4. The interview period or length is limited. The people are not very free to discuss questions on phone

5. The comments and answers given tend to be too short

6. There is absence of observational material which may be possible in a personal interview.

7. Often connected with selling. So someone who is not interested in buying an item may thing that it is a salesperson calling.

8. A Questionnaire is required although some people may ignore it.

9. Not everyone has a telephone.

10. Repeat calls are inevitable – average 2.5 calls to get someone.

11. Time is wasted in case the respondent engages in giving lengthy answers or talk that is not connected to the interview.

12. Straightforward questions are required which are sometimes difficult to phrase. In attempting to be straightforward, the interviewer may either distort the question or appear rude to the respondent.

13. Respondent has little time to think.

14. Can cause irritation.

15. Strict telephone manners are required which make it difficult for the interviewer to decide what to speak and the tone to use with someone they do not see.

17. Question of authority. It is sometimes difficult for the interviewer to maintain calm and patience as the interview progresses. At one point, the interviewer may be tempted to remind the respondent that he/she has the authority to ask questions.

D) COMPUTER INTERVIEW AND ONLINE QUESTIONNAIRES
This is where questions are generated through a computer and given to a respondent through windows. Pop-up windows with some few questions are provided and the responses are kept in a database. The computer may be stand-alone (not on a network) or may be connected to a network hence Online questionnaires. Online questionnaires could be distributed via email or designed as web-based surveys which are reached via a link or pop-up automatically when a user clicks on a given page.
It applies mainly where social cues/nonverbal signals of the interviewee are not important information sources for the interviewer (of course dependent on the research problem). Both the interviewer and the interviewee must be competent enough in type writing and using (and have access to) computers.

Advantages
a) It is cheap

b) It enables one to access people on sites which have closed or limited access (such as hospitals religious communities, prisons, the military, and cults);

c) Standardisation of the interview situation is not important;

d) It ensures anonymity.

e) Using computers helps to alleviate time-consuming and monotonous tasks of cutting, pasting and retrieval of field notes and/or interview transcripts.

f) Computers are a useful aid to those who have to work to tight deadlines.

g) Programs can cope with both multiple codes and over-lapping codes which would be very difficult for the researcher to cope with without the aid of a computer.

h) Data analysis and presentation is quick and easy since data is already in electronic format.

i) They can be sent out relatively swiftly and turnaround can be relatively short

j) users get time to consider responses

k) Responses can be pre-coded eliminating transcript errors

l) Guidance and/or software is widely available where the respondent can refer in case they cannot understand how to fill the questionnaire.

Disadvantages
a) In focus groups the group moves through a different sequence of events which is important in the analysis but which cannot be recognised by a computer.

b) Programs cannot understand the meaning of text.

c) Software can only support the intellectual processes of the researcher – they cannot be a substitute for these processes.

d) Participants can change their opinions and contradict themselves during an interview. A computer will not recognise this.

e) The software might be beyond an individual’s budget.

f) User-error can lead to undetected mistakes or misleading results.

g) Using computers can lead to an over-emphasis on mechanical procedures. Respondents and users may experience technical problems which may delay the return of responses.

h) Social cues/nonverbal signals of the interviewee are not considered

i) With networking and advancement in technology, anonymity is no longer possible since a computer can be traced.

j) Sometimes the interviewee may not be competent enough in typewriting and using (and have access to) computers. Those who are less confident users of electronic services may be less willing to complete an online questionnaire.

k) There is a huge time difference in case  the  interviewer and interviewee live in different parts of the world separated by several time zones, and synchronous interviewing means for one party (interviewer or interviewee) doing the interview at awkward hours say deep in the night.

l) Online questionnaires can yield low response rates since the respondents may not fill them while others may receive them but may fail to submit the due to network problems and yet others may fail to access them.

m) Unintended participants may respond by alert from colleague/friend. This arises when very many people respond to the extent that the data got is too much for the researcher to handle.

n) People may respond more than once leading to many questionnaires submitted but from few respondents who fill many times.

o) Some surveys may be not deliverable online because of the nature of the questions, the issues discussed, the responses expected and location of either the researcher or respondents.

E) FOCUS GROUP DISCUSSIONS/INTERVIEWS
A focus group discussion is an interview conducted by a trained moderator in a non-structured and natural manner with a small group of respondents. It involves gathering a group of individuals who are familiar with the situation and discussing with them already prepared topics so as to get their attitudes. 

Advantages
a) Good for getting rich data in the participants' own words and developing deeper insights. 

b) Data is quick, cheap and relatively easy to assemble. 

c) People are able to build on one another's responses and come up with ideas they might not have thought of in a 1-on-1 interview.

d) Good for obtaining data from children and/or people with low levels of literacy.

e) Provides an opportunity to involve people in data analysis 

f) Participants can act as checks and balances on one another 

g) Focus group interviews are generally more interesting to the respondent than individual interviews. 

h) As the questions of the moderator are directed at a group rather than individuals, the degree of spontaneity of resultant answers is often greater in a focus group interview.

 
Disadvantages/limitations
a) The responses of each participant are not independent. 

b) A few dominant focus group members can dominate the discussion and skew the session.

c) Focus groups require a skilled and experienced moderator
d) The data which results from a focus group requires skill and experience to analyse

e) It costs more money.

f) Structuring a random sample is a complicated task. 

g) The moderator can introduce significant biases into the proceedings, should she/he fail to ask certain questions or delve deeply into specific areas.

h) Respondents who are shy or lack self-confidence may not disclose information they consider personal and confidential. 

 

How to plan and prepare for the focus group interview

a) Invite around 6 to 8 people to participate for a session to last about an hour.

b) Then, prepare an agenda/interview guide including a list of the top-level issues to be tackled (if appropriate).

c) Prepare an introduction script explaining the purpose of the day and how the day will be run. This can include issues of consent and discussion regulations (if relevant).

d) Be sure to always use a quiet room with few distractions and arrange people in a circle (possibly around a table).

 

2. OBSERVATION METHOD OF DATA COLLECTION

It involves watching and noting objects, people, events, settings in order to draw relevant data for the study.

Characteristics and features of observation 
1. It is an eye affair 
2. Definite aim 
3. Planning 
4. Noting down questions/findings
5. It’s a direct method of study
6. Mainly primary data is collected 
7. Direct cause-effect relationship 
8. The researcher is likely to exaggerate the importance of unique events 

9. The observer should not assume that the events they observe are similar to those they don't see

10. The observer may succumb to confirmation bias

11. It is possible that the observer will always be missing something important

12. The observer will change their own focus over time

Key Steps in Conducting Structured Observations/How to plan for observations? 
1. Determine the focus. 
2. Design a system for data collection. 
3. Select the sites. 
4. Select the observers. 
5. Train the observers. 
6. Time your observations appropriately. 
7. Pilot testing and revising the guide and check lists
8. Conduct the Observations
9. Analyze and Interpret the Observational Findings
10. Writing the Report
Types of Observation

1. Simple or non-controlled observation
In this method observation is made in a natural course without extra influence, that is, without controls, guidelines or instructions from external agencies and factors. Here conditions are observed which are responsible for the creation of the problem. The subject matter to be observed is left free and there is no interference. There is careful scrutiny of real life situations and there is no use of instruments.

 

Types of Non-controlled observation 
a) Non-participant observation

b) Participant observation

 

a) Non-controlled non-participant observation. In this method, the observer does not actually participate but watches everything from a distance. The observer is very passive and does not influence the activity in any manner but keeps a penetrating eye on the events that take place.

 
Advantages of non-controlled non-participant observation 
i. The observer maintains his/her status as an observer and remains unattached and impartial. He/she is not actively participating or influencing the situation.

ii. The observer remains away from two or more groups rivalling or quarrelling and hence can get information and data for his/her study from both groups.

iii. Since the observer does not mix with the group, he/she can observe two situations very carefully and does not observe the things superficially. It becomes possible to observe and collect information in an objective manner.

iv. Information collected is quite dependable because the observer observes so many things. Having obtained co-operation from the group, he/she gets information that is dependable and reliable.

v. The observer is a stranger and hence less involved emotionally with social situations. The members of the group therefore may feel free to talk and discuss with their own intimacy.

 

Disadvantages of non-controlled non-participant observation 
i. There is no real observation by remaining and non-participant i.e. it becomes difficult to penetrate into a problem without actual participation.

ii. Many personal beliefs and ideas in the mind of the observer are likely to affect his/her observation and hence true objective appreciation of the situation becomes very difficult i.e. when the observer goes to the field, he/she has ideas and prejudices and the observation will be made with such subjectivity. The subjectivity reduces on the objectivity.

iii. When the observer is not participating, he/she misses many things he/she would have observed. The study then becomes incomplete and difficult to connect one situation with the other.

Iv. It has been noted that once the observer is not part of the groups, the people will not co-operate with him/her. He/she will not be in a position to establish rapport and as such, everybody will view the observed activities with considerable suspicion.

v. If the observe is present and the groups is conscious of this presence, the whole group may not behave and act in the manner they would ordinarily behave.

 

b) Non-controlled participant observation
Here, the observer participates in the activities of the group whose behaviour is to be observed hence watching of events from inside the group. The researcher becomes, or is, part of the group that is being investigated. 

 

Precautions to be taken in participant observation 
i. The observer must behave in a responsible manner to get into the operations of the group.

ii. The observer should not behave as superior to the group. The observer should just make them feel that they are of equal cultural, economic or social status as him/her.

iii. The researcher should not acquire any status in a group.

iv. The researcher should remain objective in his/her approach.

 

2. Controlled Observation 
In this method observation is in an artificial setting with extra influence, that is, with controls, guidelines or instructions from external agencies and factors. Here conditions are set and observed to establish whether they are responsible for the creation of the problem. The subject matter to be observed is not left free and there is interference. There is use of instruments.

Controlled observation involves the following;

a. The planning of observation
b. The use of mechanical appliances
c. Map 
d. Detailed notes 
e. Socio-metric scales 
f. Group observation
Advantages Of Observation
1. Directness 
2. The method is simple and easy 

3. Diversity, Flexibility and Applicability 
4. Provision of a permanent record 
5. Complementarity with other approaches 
6. The method is helpful for formulation of hypothesis
7. Greater accuracy is possible 

 

Disadvantages of observation 
1. Time consuming 
2. High cost 
3. Observer Bias 
4. Observer Effect
5. Attraction by striking features 
6. There is a tendency to observe in the light of one’s own culture 
7. Lack of proper orientation 
8. The study of all the situations is not possible 
9. Observation is much beyond the observer’s control
10. Low reliability
11. Lack of qualified observers 
12. It is not an independent method 
13. No natural atmosphere 
14. Discomfort felt by respondents
15. Observation may expose the researcher to harsh and dangerous conditions
3. PROJECTIVE TECHNIQUES

When a researcher uses projective techniques, (s)he asks an informant to react to some kind of visual or verbal stimulus. A technique is projective when it indirectly encourages the expression of psychologically motivating material (imagery) of which the respondent is otherwise unaware.

 

These techniques use third party referencing in order to obtain information. Rather than questioning the respondent, the researcher uses word association, storytelling, cartoons, sentences completion, and pictures to which the respondent reacts.

Projective techniques explore associations with brands, symbols, products, advertising, and images. It explores people’s subconscious feelings, beliefs, and desires. Respondents project their feelings and beliefs about other people or objects. In doing so, they reveal feelings and beliefs about themselves. With sensitive subjects, the technique works well.

Four Practical Projective Techniques
This is not an exhaustive list.

1) Metaphors, Analogies, and Similes

2) Third-Party Projections

3) Role-Playing

4) Associations

Advantage of projective techniques
a) The amount of richness and accuracy of the information that is collected is high.

b) They can make a significant contributions if the research is concerned with beliefs, values, motivation, personality or other aspects related to individuals, their unique cognitions and behaviour.

c) These techniques provide a view of the overall functioning of individuals.

d) Projective techniques are useful as a way of ‘breaking the ice” in a focus group discussion at the start of a qualitative research project. 

e) Subjects enjoy projective techniques that create new energy in a group discussion and lighten the mood or tone of the proceedings.

f) The tasks presented to the subjects are usually somewhat novel and quite unstructured. 

g) Most of these techniques make little or no demand in terms of literacy or academic skills. 

Disadvantage of projective techniques
a)  The complexity of data and the corresponding skills required for the researcher. 

b) A considerable degree of subjectivity applies in the interpretation of responses to projective techniques and the experts frequently disagree among themselves.

c) Projective techniques are expensive to administer because highly skilled research staff have to be employed.

d) It is difficult to perform projective tests with statistically significant samples and this restricts generalization of the sample results to the population as a whole.

e) It may be difficult to get the subjects to project themselves into the roles the researchers wish them to assume. Some subjects may not agree to participate in exercises such as role playing.

f) The reliability of measures is very difficult to establish.

4. EXPERIMENTATION

It is one in which the researcher is able to manipulate and directly control the independent variables. It represents a scientific approach in which a selected sample is subjected to a particular condition (stimulus) and then changes that result from this condition are recorded and reported. These changes may be compared with a control group not subjected to the condition or stimulus or with the state of the same group before the stimulus condition was applied.

Advantages 
a) Helps the researcher to gain insight into methods of solving problems

b) An intuitive practice is shaped by research since the researcher has to make conclusions.

c) Even if the researcher has bias, he/she can be reflective

d) The researcher can have control over the variables

e) It can be combined with other research methods for rigor

f) It can be used to determine what is best for the organisation

 

Disadvantages
a) Experiments are subject to human error

b) Personal bias of researcher may intrude

c) The sample may not be representative

d) It can produce artificial results

e) Results may only apply to one situation and may be difficult to replicate

f) The groups upon which the experiment is conducted may not be comparable

g) Human response can be difficult to measure

h) Political pressure may skew results

i) Time consuming

5. DOCUMENTATION REVIEW/ARCHIVAL RESEARCH 


This is used for collecting secondary data about attitudes and behaviour. It involves reading several reports, journals and any archived information about a given variable.

Advantages
1. Resource implications – usually easier to gather than primary data. 

2. Can be carried out by the researcher with limited effect to its validity and reliability since.

3. Can be analysed more easily, 'scientifically' and objectively than other forms of research. 

4. It can be used for sensitive topics which potential respondents may otherwise feel uncomfortable speaking about to an interviewer.

5. The researcher does not have to depend of the respondent’s memory as is the case with the questionnaire method.

6. the researcher is assured that he/she will get the responses since there is not chance for a respondent refusing or delaying to co-operate as is the case with the interview method.

7. In case the researcher forgets some information or to answer a question, he/she can usually go back to the documents and read them again.

8. Longitudinal study may be possible. It is possible to investigate long, complex issues that need a lot of care and time. 

9. It is Unobtrusive in that data is already collected making it a familiar and simple method to use.

10. Quality of data is present. 

11. The data source is permanent such that any time the researcher want to refer, they can fall back to the data set.

 

Disadvantages
1) Suitability – This method is not suitable for certain types of studies that call for the respondents observing phenomena directly.

2) Cost and access – may still be difficult in spite of resource advantages. 

3) Validity of some secondary data (eg. Internet sources). 

4) Data may be insufficient for that particular problem at hand since it was collected for another purpose.

5) It is considered to be inadequate to understand some forms of information especially changes of emotions, behaviour, feelings etc of the subjects about whom the research was written. 

6) It is not possible to have further explanation on any points in the material that the researcher might wish to clarify.

7) It is not possible for illiterate people to apply this method.

8) The documents may be misinterpreted since in cases were the researcher does not know under what circumstances the author wrote the document.

9) Data may be inapplicable or it may be old as opposed to interviews and observation which yield current information.

INSTRUMENTS/TOOLS OF DATA COLLECTION

An Instrument is a tool used to collect data

Factors to consider when selecting an instrument are
1. Well-tested factorial structure, validity & reliability

2. Availability of supportive materials and technology for entering, analyzing and interpreting results

3. Availability of normative data as a reference for evaluating, interpreting, or placing in context individual test scores

4. Applicable to wide range of participants

5. Can also be used as personal development tool/exercise

6. User-friendliness & administrative ease

7. Availability; can you obtain it? Does it require permission from the owner to use it?

8. Financial cost

9. Amount of time required

 

Process to be followed when preparing a good instrument/tool
1. Define your objectives

2. Understand your key terms

3. Review literature for similar studies as yours

4. Develop a framework for yourself

5. Write questions

6. Be wise in choosing item formats

7. ALWAYS PILOT YOUR INSTRUMENTS

 

Common Instruments/Tools of data collection
1. Questionnaire
A questionnaire may be defined as a set of formalized questions used in a survey to collect information which is later analyzed to provide results necessary for solving a given research problem.

 
2. Interview guide
This is a sample or a list of questions or fairly specific topics to cover while conducting an interview. It is an essential component for conducting interview.

 

3. Observation guides/Observation Schedules
These are forms that describe what a researcher sees, hears, feels and/experiences during the process of observation. They also comprise of forms containing what the researcher is supposed to observer, the procedures to follow during observation and how to record the observations. 

 

4. Diaries/journals
A diary is a way of gathering information about the way individuals spend their time on professional activities. They are not about records of engagements or personal journals of thought! Diaries can record either quantitative or qualitative data, and in management research can provide information about work patterns and activities.

 
5. Audio recorders 
These are devices used for capturing voice communication during interviews. With approaches that entail detailed attention to language, such as conversation analysis and discourse analysis, the recording of conversations and interviews is to all intents and purposes mandatory. 

6. Video recorders
These are devices/cameras used to capture motion pictures as tools of observation. Technological developments such as video camcorders and the even smaller palm-corders have made the use of video for recording observations much easier. The camera is positioned to capture talk, movement, gesture and machine interaction.

7. Recording sheets and checklists
Checklists structure a person’s observation or evaluation of a performance or artefact. They can be simple lists of criteria that can be marked as present or absent, or can provide space for observer comments. These tools can provide consistency over time or between observers. Checklists can be used for evaluating databases, the use of library space, or for structuring peer observations of instruction sessions.

 

8. Still Photograph Cameras
These are devices/cameras used to capture still photographs or pictures as tools of observation. Using a camera for digital photography is a useful tool for collecting data during outdoor field study. It increases researcher engagement and also improves the quality of the data. Cameras can be used to record observations. The camera is an extension of your eye. The camera makes a record that can be analyzed later and may be used to illustrate your report. Researchers could use digital cameras to take pictures of the things that they are writing about

Other tools
a) Magnetic compass

b) Writing materials like pens, pencil, ruler, note books etc.

c) Binoculars

d) Measuring instruments like tape measures, weighing scales, thermometers, etc

UNIT 6: MEASUREMENT IN BUSINESS RESEARCH 

Intended Learning Outcomes for Unit 6:

By the end of Unit 6, you will be able to;

1. operationalise/ break down abstract concepts/variables into observable behaviour
2. incorporate appropriate scales of measurements while designing data collection instruments or tools
What is measurement?

It refers to the process of assigning values to objects of observation. It is the process of quantifying or scoring a subject’s performance or response. It is also a standardized process of assigning numbers or other symbols to certain characteristics of objects of interests according to pre-specified rules.

In business research, we deal with people’s subjective feelings, attitudes and perceptions, whose measurement is difficult. There is lack of objective physical measuring devises to measure such subjective feelings, attitudes and perceptions. One technique is to reduce the abstract concepts to observable behaviour and characteristics, ie operationalising them. 

The Process of Operationalising Abstract Concepts (Variables) (Sekaran, 2003)
Operationalising or operationally defining a concept to render it measurable is done by looking at the behavioural dimensions, facets, indicators or properties denoted by the concept. Operationalising involves the following steps;

1. Identify the concept (variable) to be operationalised. 

2. Identify the elements or behavioural dimensions or facets or characteristics that we would hope to find in people or elements with that attribute. 

3. Examining each of the five dimensions and break it further into its elements. 

4. Having operationalised the concept (eg achievement motivation above), by reducing its level of abstraction to observable behaviours, it is possible to develop a good measure to tap the concept. Its usefulness is that others could use the same measure thus ensuring replicability. This is done by developing a scale of measurement for each aspect.

Scales of Measurement

A scale is a tool or mechanism by which individuals are distinguished on how they differ from one another on the variables of interest to our study.

There are 4 levels of scales of measurement namely; -

1. Nominal scale 

2. Ordinal scale 

3. Interval scale

4. Ratio scale

1. Nominal scale 
A nominal scale, as the name implies, is simply some placing of data into categories, without any order or structure. Nominal scales categorise individuals or objects into non-overlapping mutually exclusive and collectively exhaustive groups. The categorisation of gender into male and female is collectively exhaustive in that there is no third category into which respondents would normally fall. The number of observations from each category may be added to form a frequency distribution. For example with respect to the variable of gender, respondents can be grouped into two categories ie male and female. These two groups can be assigned code numbers 1 and 2. These numbers serve as simple and convenient category labels with no intrinsic value and therefore no arithmetic operations can be done on them.

2. Ordinal scale 
It not only categorises the variables in such a way as to show differences among the various categories, it also rank-orders the categories in some meaningful way. For example employees can be asked to show the extent to which they find their jobs satisfactory. A scale may be provided with responses ranging from Not satisfactory – 1 to very satisfactory – 5. On top of the figures 1 and 5 being category labels, they also rank the responses. A respondent who selects 5 is more satisfied than one who selects 1.

3. Interval Scale
The interval scale of measurement has the properties of identity, magnitude, and equal intervals. An interval scale allows us to perform certain arithmetical operations on the data collected from the respondents. Whereas the nominal scale allows us to only to qualitatively distinguish groups by categorising them into mutually exclusive and collectively exhaustive sets, and the ordinal scale torank-order the preferences, the interval scale allows us to measure the distance between any two points on the scale. This helps us to compute the means and standard deviations of the responses on the variables.

The clinical thermometer is a good example of an interval-scaled instrument; it has an arbitrary origin and the magnitude of the difference between 98.6 degrees (supposed to be the normal body temperature) and 99.6 degrees is the same as the magnitude of the difference between 104 and 105 degrees. Note however that one may not be seriously concerned if one’s temperature rises from 98.6 to 99.6 but is likely to be so when the temperature goes from 104 to 105 degrees. The Likert scale is another example of an interval scale.

4. Ratio Scale
The ratio scale of measurement satisfies all four of the properties of measurement: identity, magnitude, equal intervals, and a minimum value of zero.

The weight of an object would be an example of a ratio scale. Each value on the weight scale has a unique meaning, weights can be rank ordered, units along the weight scale are equal to one another, and the scale has a minimum value of zero.

Scaling Techniques Frequently Used

These are the methods of scaling aimed at getting the attitudinal responses of subjects, events or persons. They give the difference formats available to one when asking questions or seeking information. They can be applied on different scale types (nominal, ordinal, interval or ratio). 

There are two main categories of attitudinal scales;

1. Rating scales

2. Ranking scales

1. Rating scales
They are measurement scales that allow a respondent to register the degree (or amount) of a characteristic or attribute possessed by an object directly on the scale.

The following rating scales are some of the often used in organisational research;

a) Dichotomous scale

b) Category scale

c) Likert scale

d) Semantic differential scale 

e) Numerical scales

The different scaling techniques are discussed below in detail;

a) Dichotomous scale: 

A dichotomous scale is one with only two alternatives and the responded is expected to select one. Eg Yes or No, Male or Female, True or False 

b) Category scale:-
It is a rating scale which the response options provided for a closed-ended question are labelled with specific descriptions.

c) Likert scale
It is one in which a statement is used and the participant decides how strongly they agree or disagree with the statements. For example the participant decides whether they strongly agree/ agree/ undecided/ disagree/strongly disagree eg. 

My property is properly valued before tax is levied.(to those not in formal employment)

	Strongly Agree

1
	Agree

2
	Not Sure

3
	Disagree

4
	Strongly Disagree

5

	
	
	
	
	


d) Semantic differential scale
Several attributes are identified at the extremes of the scale and respondents are asked to indicate their attitudes on what may be called a semantic space towards a particular individual, object, or event.

Sometimes descriptive phrases are used instead of bipolar adjectives, especially when it is difficult to get adjectives that are exact opposites.

An example is as follows;

Responsive _ _ _ _ _ _ _ _ Unresponsive

e) Numerical scale
A rating scale in which numbers rather than semantics pace or verbal descriptions are used as response options.

It is similar to the semantic differential scale, with the difference that numbers on a 5-point or 7-point scale are provided, with bipolar adjectives at both ends as shown below;

How pleased are you with your new estate agent?

Extremely







Extremely

Pleased
7
6
5
4
3
2
1 
Displeased

2. Ranking Scales
They make comparisons between or among objects, events, or persons and elicit the preferred choices and ranking among them. They are used to tap preferences between two or more objects or items. 

However, they may not give definitive clues to some of the answers sought.

a) Paired Comparison scale
This is used when, among a small number of objects, respondents are asked to choose between two objects at a time. This helps to process preferences. If, during a paired comparison respondents consistently show preference for product one over products two, three and four, that would provide the manager a good indication about which product line is worth pursuing with vigour.

b) Forced/Fixed choice
This offers respondents the opportunity to rank objects relative to one another, among the alternatives provided. This is easier for the respondents to do, particularly if the number of choices to be ranked is limited in number.

Sources Of Errors In Measurement

1) Errors that originate from the instrument used in measurement. It may be defective or not sufficiently precise. 

2) The person doing the measurement. The measurer may be inexperienced. He/she may misinterpret records.

3) Errors from the respondent misunderstanding the questions or deliberately giving false answers

The qualities of some measurements include 

i. Validity

ii. Reliability

iii. Practicability 

UNIT 7: DATA PROCESSING, ANALYSIS AND PRESENTATION 

Intended Learning Outcomes for Unit 7:

By the end of Unit 7, you will be able to;

1. prepare data for analysis
2. apply statistical techniques to analyse quantitative data
3. apply appropriate procedures and techniques to analyse qualitative
4. apply computer software packages to analyse data
5. present and interpret data
Introduction to Data Analysis

Data analysis is a practice in which raw data is ordered and organized so that useful information can be extracted from it. It involves inspecting, cleaning, transforming, and modelling data with the goal of highlighting useful information, suggesting conclusions, and supporting decision making. 

Data cleaning or data scrubbing

Data cleaning is an important procedure during which the data are inspected, and erroneous data are -if necessary, preferable, and possible- corrected. It is the act of detecting and correcting (or removing) corrupt or inaccurate records from a record set, table, or database. 

Data cleaning has 3 stages: Screening phase, Diagnosis phase and Treatment phase

a) Screening Phase

Examine data for five different kinds of possible errors:

i. Lack of data – Do some questions have far fewer answers than surrounding questions?

ii. Excess of data – Are there duplicate responses?

iii. Outliers/inconsistencies – Are there values that are so far beyond the typical that they seem potentially erroneous?

iv. Strange patterns – Are there patterns that imply cheating rather than honest answers? For instance, does a respondent alternate between ratings of 4 and 5 on every other topic in a matrix question?

v. Suspect analysis results – Do the answers to some questions seem counterintuitive or extremely unlikely?

b) Diagnosis Phase

From the Screening Phase you have highlighted data that needs investigation. To clarify suspect data, you often must review all of a respondent’s answers to determine if the data makes sense taken in context. Sometimes you must review a cross-section of different respondents’ answers, to identify issues such as a skip pattern that was specified incorrectly.

With this research complete, what is the true nature of the data that you’ve highlighted? The five possible values the authors give:

i. Missing data – Answers omitted by the respondent or questions skipped over

ii. Errors –Answers that indicate the question was misunderstood

iii. True extreme – An answer that seems high but can be justified by other answers (e.g., the respondent working 100 hours a week because they work a full-time job and two part-time jobs)

iv. True normal – A valid answer

v. No diagnosis, still suspect – The verdict is out on this “idiopathic” data. When it comes time for the Treatment Phase, you may need to make a judgment call on how to treat this data.

c) Treatment Phase

You’ve screened the data and tried to come to a verdict on whether suspect data is guilty or innocent. 

You have three choices for what to do with suspect data:

i. Leave it unchanged – The most conservative course of action is to accept this data as a valid response and make no change to it. The larger your sample size, the less that one suspect response will affect the analysis; the smaller your sample size, the more difficult the decision.

ii. Correct the data – If the respondent’s original intent can be determined, then fix their answer. For instance, perhaps it is clear from the respondent’s explanation for their ratings that they reversed the scale in their minds; you can invert each of their answers to this question to correct the issue. 

iii. Delete the data – The data seems illogical and the value is so far from the norm that it will affect descriptive or inferential statistics. What to do? Delete just this response or delete the entire record? 

ANALYSING QUANTITATIVE DATA

This is the process of presenting and interpreting numerical data.

The ‘Results’ section of papers including quantitative data analysis often contain descriptive statistics and inferential statistics.

Descriptive statistics include measures of central tendency (averages - mean, median and mode) and measures of variability from the average (range and standard deviation). These give the reader a 'picture' of the data collected and used in the research project.

Inferential statistics are the outcomes of statistical tests, helping deductions to be made from the data collected, to test hypotheses set and relating findings from the sample to the population.

Research that follows the positivistic paradigm (way of thinking) will usually be quantitative, requiring some form of statistical analysis.

Pre- analysis considerations
The researcher should note the following;

a. Ensure that the data was collected with quantitative analysis in mind.

b. Ensure that you (the researcher) have knowledge of statistical techniques and that you appreciate when to use them.

Post data collection consideration 
a. Data type - The level of numerical measurement determines the range of statistical tools available for analysis. 

b. The level of precision (accuracy) - The more precise the data collected the greater the range of statistical tools available for analysis.

c. Number of variables - One cannot do regression analysis using one variable. 

d) Whether your variables are related or not

Data layout
The researcher or analyst must be clear about the data layout that he /she requires. In the same way, the researcher or analyst must be conversant with the use of different layout approaches.

 

Data coding
A code is an abbreviation (a number or alphabet or a combination of the two) which is assigned by the researcher to every questionnaire, item and response category. With a few exceptions, data should be coded using numerical codes and when coding, remember to create a code for missing data. 

 

 Approaches Quantitative Data analysis
There are two ways in which we can analyse quantitative data:-

1. Descriptive/Exploratory data analysis- here we use descriptive data.

2. Inferential/confirmatory data analysis- This uses inferential data.

 

1. Descriptive Data Analysis
This describes or displays data through tables, charts, graphs, pictograms and it also summarises data using different types of analyses/techniques like frequency counts, descriptive statistics (mean, standard deviation, median), normality (skewness, kurtosis, frequency diagrams, histograms, normal probability plots) and associations (correlations, scatter plots).

NB: No computations will be done here because it is believed that learners (you) have taken a course in Business Statistics.

The table below summarises the various tools that are used in descriptive data analysis.

	
	Statistical tool
	What it measures

	A
	Measures of Central Tendency
	Measures of Central Tendency provide you With information about How your results are grouped.

The central tendency of a distribution is its middle—the point around which the scores in the distribution tend to cluster.

	1
	Mean (represented by M or μ)


	It is the average measure,



	2
	Median (represented by Mdn)
	The median is the halfway point of the data. To calculate simply order arrange your values from lowest to highest and see at what value half the data is below, and half is above.

	3
	Mode
	It is simply the most frequently occurring value in a dataset.

	B
	Measures of Variability or Spread
	The variability of a distribution is the extent to which the scores vary around their central tendency. Measures of spread will tell us whether the values are clustered around the mean or more spread out.

	1
	Range
	It is calculated simply by subtracting the lowest score from the highest score. However, this is not the most accurate method as the range can be skewed by outlier values (a very high or very low score).

	2
	Interquartile range 

	Is less likely to be distorted by outliers, as it is calculated by ordering the sample from highest to lowest, then dividing the sample into four equal quarters. The median is then calculated for each quartile. Subtracting the median of the first quartile from the third quartile obtains the interquartile range.

	3
	Standard deviation (represented by SD or σ)


	A standard deviation is the average distance between the scores and the mean. The higher the standard deviation, the larger the spread. A standard deviation score of 0 indicates that there is no variation of values. 



	3
	Percentile Ranks 


	The percentile rank of a score is the percentage of scores in the distribution that are lower than that score. 



	4
	z Scores

z = (X−M)/SD

	The z score for a particular individual is the difference between that individual’s score and the mean of the distribution, divided by the standard deviation of the distribution. It indicates how far above or below the mean a raw score is, but it expresses this in terms of the standard deviation. For example, in a distribution of intelligence quotient (IQ) scores with a mean of 100 and a standard deviation of 15, an IQ score of 110 would have a z score of (110 − 100) / 15 = +0.67.

	D
	Normality 
	Data is normal if it is equally distributed both below and above the mean of that data. "Normal" data are data that are drawn (come from) a population that has a normal distribution.

	1
	Skewness 
	Skewness is a measure of symmetry or the lack of symmetry. A distribution, or data set, is symmetric if it looks the same to the left and right of the center point. 

	2
	Kurtosis 
	Kurtosis is a measure of whether the data are heavy-tailed or light-tailed relative to a normal distribution. That is, data sets with high kurtosis tend to have heavy tails, or outliers. Data sets with low kurtosis tend to have light tails, or lack of outliers.

	3
	Frequency distribution (grouped frequency distribution, ungrouped frequency distribution, cumulative frequency distribution, relative frequency distribution, relative cumulative frequency distribution)

tables and graphs/diagrams 
	A frequency distribution is defined as an orderly arrangement of data classified according to the magnitude of the observations. It can be tabulated and also graphed using histograms.

	6
	Normal probability plots
	These are scatter diagrams and graphs displaying normality of data 


DIAGRAMS
These include scatter diagrams which are used to represent relationship is bi-variate data.

 

Guidelines For Using Charts, Graphs And Diagrams
1. They should be neat and bounded.

2. They should always be titled.

3. They should be numbered in an orderly and chronological manner.

4. They should be source even if the source is primary data.

5. They should be shaded i.e. legend

6. They should be explained.

2. Inferential data analysis/Inferential Statistics

This is where sample statistics are you used to conclude about population parameters.  Involves using information from samples (carefully chosen subsets of the defined populations) to make inferences about populations. Inferential statistics consists of generalizing from samples to populations, performing hypothesis testing, determining relationships among variables, and making predictions.
We use inferential statistics for;

1. Estimation.

2. Measuring relationships (association )

3. Measuring differences. (comparative )

4. Testing significance of findings.

5. Forecasting.

Parametric and Non-parametric tests

In the literal meaning of the terms, a parametric statistical test is one that makes assumptions about the parameters (defining properties) of the population distribution(s) from which one's data are drawn, while a non-parametric test is one that makes no such assumptions (Frost, 2017).

Nonparametric tests don't require that your data follow the normal distribution. They are also known as distribution-free tests and can provide benefits in certain situations. Typically, people who perform statistical hypothesis tests are more comfortable with parametric tests than non-parametric tests (Frost, 2017).
Difference between parametric and non-parametric tests adopted from Frost, J (2017). Nonparametric Tests vs. Parametric Tests. Accessed on 03/10/2018 at http://statisticsbyjim.com/hypothesis-testing/nonparametric-parametric-tests/ 

NB: No computations will be done here because it is believed that learners have taken a course in Business Statistics.

The table below gives the various parametric and non-parametric tests used in inferential statistics

	Function
	Techniques
	Data type
	Classification

	Estimation
	Confidence intervals
	· Uni-variate data.

· Normal distribution
	Parametric test

	Measuring relation ships
	· Correlation (r) coefficient

· Regression ( R )

· Pearson moment coefficient
	· Bi-variate data multiple. 

· Bi- variate data ordinal
	Parametric

Non -parametric

	Comparison of sampling
	· AVOVA ( analysis of variance)

· t- test
	· Bi-variate data 

· Multi-variate data 

· Interval 
	Parametric  



	Independence of variable 
	Chi- square (X2)
	Bi-variate data, ordinal
	Non - parametric

	Good ness of fit
	Chi- square ( X2 ) test
	Uni-variate data
	Non –parametric.

	Forecasting trends future values
	· Time series analysis

· Regression
	· Uni- variate 

· Simple regression

· Multiple regression


	Parametric 

Bi-variate data.


The table below gives explanations of various techniques/tests used in inferential statistics;
	
	Test
	Explanation

	1
	Correlations Analysis (Correlation Coefficients)
	Correlation coefficients measure the strength of association between two variables, and reveal whether the correlation is negative or positive. A negative relationship means that when one variable increases the other decreases (e.g., drinking alcohol and reaction time). A positive relationship means that when one variable increases so does the other (e.g. study time and test scores). Correlation scores range from ‐1 (strong negative correlation) to 1 (strong positive correlation). The closer the figure is to zero, the weaker the association, regardless whether it is a negative or positive integer.

When should you use correlation coefficients?

Correlation coefficients should be used whenever you want to test the strength of a relationship. There are many tests to measure correlation; which one to use depends on what variables you are examining. A few are listed below:

· Nominal variables: Phi, Cramer’s V, Lambda, Goodman and Kruskal’s Tau

· Ordinal variables: Gamma, Sommers D, Spearman’s Rho

· Ratio variables: Pearson’s r

	2
	Bivariate Analysis
	Determining relationships between two variables



	3
	Multivariate Analysis
	Looks at the relationship between more than two variables. Using bivariate statistical methods, it is not possible to see the relationship between two independent variables as well as their effect on the dependent variable. There are several multivariate statistical methods.



	4
	Cross Tabulation


	Essentially a cross tabulation (cross tab) is a table in which each cell represents a unique combination of values. This allows you to visually analyze whether one variable’s distribution is contingent on another’s. Cross tabulations can be used to show relationships between two nominal variables. This is used to present bivariate and multi- variate data in tabular form. The researcher here is interested in establishing the inter-correlation of the various variables. 



	5
	Multiple linear regression 


	Examines “the relationship between one ‘effect’ variable, called the dependent or outcome variable, and one or more predictors, also called independent variables” (Muijs 168). It is designed to work with continuous variables, although there are different techniques available for analyzing other variable types.

While performing and analyzing regressions are complicated, they are valuable tools for examining the relationship between many variables. It is important to note that, like other inferential statistical techniques, values are created that provide the statistical significance of the relationships.

	6
	Chi‐Square (x2 )
	It is a test which looks at each cell in a cross tabulation and measures the difference between what was observed and what would be expected in the general population. It is used to evaluate whether there is a relationship between the values in the rows and columns of a cross tab, and the likeliness that any differences can be put down to chance.

How do I know if the relationship is statistically significant?

The chi‐square test provides a significance value called a p‐value. The p‐value is compared to α, which can be set at different levels. If α = .05, then a p score less than .05 indicates statistical significant differences, a p score greater than .05 means that there is no statistical difference.

	7
	T‐test


	A t‐test compares the means between two groups or values. It tests whether any differences in the means are statistically significant or can be explained by chance. The difference between two means.

When do you use a t‐test?

T‐tests are normally used when comparing differences between two groups (i.e., undergraduates versus graduates) or in a before and after situation. A t‐test involves means, therefore the dependent variable (the variable you are attempting to measure) must be a ratio variable. The independent variable is nominal or ordinal.

Limitations of the t‐test

A t‐test can only be used to analyze the means of two groups. For more than two groups, use ANOVA.

Like the chi‐square test, the t‐test provides a significance value called a p‐value, and is presented the same way.

Limitations of correlation coefficients Correlation does not indicate causality.

Simply because there is a relationship between two variables does not mean that one causes the other. Keep in mind correlation only looks at the relationship between two variables; there are many be others affecting the relationship (remember the confounding variable!).

	8
	Analysis of Variance (ANOVA)
	Like the t‐test, ANOVA compares means, but can be used to compare more than two groups. ANOVA looks at the differences between categories to see if they are larger or smaller than those within categories.

When should you use ANOVA?

The dependent variable in ANOVA must be ratio. The independent variable can be nominal or ordinal, but most be composed of mutually exclusive groups

Limitations of ANOVA

ANOVA measures whether there are significant differences between three or more groups, but it does not illustrate where the significance lies – there could be differences between all groups or only two.

There are tests called post hoc comparisons which can be performed to determine where significance lies, however.

How do I know if the relationship is statistically significant?

An ANOVA uses an f‐test to determine if there is a difference between the means of groups. The f‐test can be used to calculate a p‐score, which is analyzed in the same way as chi‐squares and t‐tests.



	9
	Multivariate analysis of variance (MANOVA)
	It is an ANOVA which analyses several dependent variables. It can be interpreted in much the same way as ANOVA tests.

MANOVA has advantages over doing multiple ANOVA tests, including reducing the potential for Type I errors (concluding that there is a relationship when there is not).

Conversely, MANOVA tests can also reveal relationships not apparent in ANOVA tests.


ANALYSING QUALITATIVE DATA

This is the process of summarizing/analysing opinions/attitudes collected during the course of qualitative research.

Qualitative data is 
a) based on meanings expressed in words rather than numbers.

b) often not standardised and must therefore be classified into categories before analysis.

c) analysed through conceptualisation as opposed to quantitative analysis.

 

Unlike quantitative data there are no standard approaches to the analysis of qualitative data rather there are many qualitative research approaches and traditions.

The types of qualitative data and the various methods and tools used to collect them are as under;
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Source: http://hsc.uwe.ac.uk/dataanalysis/qualWhat.asp 

Stages of Qualitative data analysis
In general, analysis of qualitative data follows the following four stages; 

1) Categorisation. 

2) Unitization. 

3) Recognition of relationships 

4) Testing of relationships/ hypotheses 

1. Categorization.

Categories result from the desegregation of the mass of qualitative data collected into meaningful and related parts. The categorization is guided by the purpose of the research as expressed through the research objectives.

 

The qualitative part of the data comprising descriptions of behaviours of people, events, and situations recorded as free text must first be categorized.  This begins by reading through the raw data and placing similar responses in identifiable categories.

The categories may be:
a) The researchers own creations.

b) Observations borrowed from existing literature.

c) Terms emerging from responses in the research.

2. Unitization 
Once the categories have been created, individual responses are then allocated into the categories that they fit best.

 

3. Recognition of relationships 
In this stage the researcher or analyst studies the categories and units looking for linkages, patterns and relationships.

 

4. Testing of relationships/hypotheses to reach conclusions.
To check if relationship patterns and linkages exist or if they do not exist, the researcher or analyst, tests the hypotheses/prepositions he/she had earlier formulated. He/she tests for their significance. 

 

Techniques Used In Qualitative Data Analysis
Qualitative data may be analysed by either first quantifying it or not. The following two broad techniques are available for analysing qualitative data;

1. Quantifying Methods

2. Non-quantifying Methods

1. Quantifying Methods of analysing qualitative data
These may be 

a. informal methods or 

b. formal methods

a) Informal methods of analysing qualitative data
When using informal methods, the researcher looks for repetitive responses or behaviours that exhibit a recognizable pattern. Through this, the researcher counts the frequencies of these responses/behaviours in order to determine which responses occur most and then determines whether they are important or not important.

 

b) Formal methods of analysing qualitative data
This is a framework for linking subjective experiences or perceptions. For example, suppose our subject of interest is the quality the assets management system, we go through the following steps to analyse the data;

1. Determine the focus of analysis –qualities of a good assets management system ie ability to control, practicability, acceptability, and qualified personnel available to run it.

2. From the population responses, you arrive at the key objects/abstracts of the respondents' perceptions ie what are the key elements the respondents use in assessing the qualities of good assets control focussing on Inventory, Cash and Debtors.

3. Once you establish these elements (abstracts) i.e. the qualities that measure the elements are described and then they are tabulated against the observations for each category of asset.

4. Evaluate the relationship between the elements and the constructs on a scale of your choice ranging from say very important to inconsequential. It can be a four, five, six or seven point Likert scale.

 

The whole system is referred to as a linking mechanism in which scores are used to indicate the strength of the relationship between elements and their constructs.

 

2. Non-Quantifying Methods of Qualitative Data analysis
Some researchers, in particular phenomenologist, do not accept attempts to quantify qualitative data on the grounds that it loses its character and richness in the process. Therefore they advocate for the use of non-quantifying methods.

In general non quantifying methods follow the following steps;

a) Understanding the data (comprehensive)

b) Evolving patterns in the data (synthesis)

c) Developing themes based on patterns developed in stage (2)

d) Generalizing

For more on qualitative data analysis, click on the link below and watch the video:

http://www.youtube.com/watch?v=B-aIq_36MAQ
PRESENTATION AND INTERPRETATION OF RESEARCH

PRESENTATION OF RESEARCH FINDINGS
Findings should be presented in a logical and sequential way so that conclusions can be drawn from them. 

When presenting findings,

1. Keep your research objective and question in mind.

2. Structure and label each presentation clearly to avoid misinterpretation.

3. It is advisable that data is presented according to the research objectives or questions.

Data can be presented in tables and figures (Tables, Charts and graphs and Figures/diagrams)

1. Tables
See APA tables

2. Charts and Graphs
They are a means of communicating data visually. Each chart or graph should be accompanied by a short paragraph that describes the information in it and its implication to the objectives of the study and include;

· Bar charts eg simple, composite, multiple or percentage

· Pie charts

· Histograms 

· Frequency polygons

c) Figures/Diagrams
These include scatter diagrams which are used to represent relationship is bi-variate data.

General guidelines when using tables, Charts, Graphs, Diagrams and figures
i. A clear descriptive title.

ii. Table/ figure number ie they should be numbered in an orderly and chronological manner

iii. State the unit of data.

iv. State the source of data in italics eg Secondary data or Primary data
v. Explain abbreviations and any usual terminologies used.

vi. State the size of the sample on which the values in the table or diagrams are based specifically for diagrams.

vii. Have clear axis labels

viii. Use meaningful and clearly explained shading. It is conventional to use darker colours for smaller areas.

ix. Include a key (legend).

x. Have clear row and column headings.

xi. Where applicable, let the columns and rows flow in a logical sequence.

xii. For each table and diagram append a descriptive discourse i.e. attach a paragraph explaining the table or diagram.

xiii. They should be neat

DATA ANALYSIS AND PRESENTATION USING STATISTICAL COMPUTER SOFTWARE/ PROGRAMS 

This involves using computers in analyzing and presenting research findings. There are three things that a researcher needs to do when using computer software to analyse data:

(1) Get data into a computer (input)

(2) Process data (analysis)

(3) Get data out of the computer, in a form which human brains can understand (output).

The data comes in two quite different varieties:

(a) The numbers and coded data produced by questionnaires

(b) The words produced by qualitative research

Common Statistical software packages

These include 

a) Statistical Package for Social Science (SPSS)

b) Epi Info

c) Statistica

d) Statview

e) Datadesk

Watch videos about data analysis using SPSS (Statistical Package for Social Sciences) here, here and here. https://www.youtube.com/watch?v=ADDR3_Ng5CA
https://www.youtube.com/watch?v=ISGRGtQlbiU 
https://www.youtube.com/watch?v=4CWeHF3Mn00 

Which program is best?

There's no single answer to this question. It depends on:

i. What level of analysis you need to use 

ii. How much money you have available 

iii. Which operating system you are using

iv. How much time you're willing to spend learning the program 

v. What skills and statistical knowledge you already have 

vi. What software your friends are using (maybe you can ask them for help)

INTERPRETATION AND DISCUSSION OF YOUR FINDINGS.
Interpretation is the process of drawing inference or determining meaning from data after it has been analysed or, in case of an experiment, after its completion.

 

Analysis brings out;

i. Specific values eg averages, dispersions, proportions, etc

ii. Boundaries of observation e.g. best and worst, highest and lowest.

iii. Trends over time 

iv. Establishes distributions

 

Interpretation is about giving meaning to these research findings visa viz the objectives of the study.

a) Interpretation may establish, associate or link the findings of the study with already existing theories or with other research work.

b) It may generate new explanatory concepts or hypothesis.

 

REASONS FOR INTERPRETATION.

i) To provide answers to the research questions or to confirm the research hypothesis.

ii) To provide a better understanding of why one’s research is the way it is especially in circumstances where your findings defy common knowledge or precedence.

iii) To provide comparisons with or extensions to already existing theories about the subject and the study.

iv) To pose a number of questions about areas which are not fully explained by the findings for purposes of further inquiry? In this way, you provide continuity in research.

v) To generate new insight in to the research problem for further empirical testing or to devote a quest on new discoveries through further study.

vi) To provide for a transition from exploratory research with an hypothesis to experimental research (with testable hypotheses).

PROCESS OF DATA INTERPRETATION

Data interpretation involves.
a) Describing phenomena e.g. mean production time lost to H.I.V Aids and its consequence is 200 man hours per annual.

b) Comparing the phenomena e.g. women business networks are 38% more beneficial to their members than men networks.

c) Establishing relationships between phenomena e.g. Does planned on - job training presents result into higher motivation of the force? The research must provide well-reasoned explanations of the relationship found.

d) Establish points of commonality between the phenomenon or trends of events by establishing conjunctions and intersections e.g. higher productivity is attained with liberal human resource policies. 

e) To establish issues of interdependence of a phenomena e.g. event X will not take place unless event Y is present or has been attained.

Use of extraneous information 
Extraneous information is data collected or generated through analysis that is not directly responsible to the research questions.

This data must also be studied while interpreting findings because it may generate insight into or better understanding of the problem. It must also help in contextualising the findings ie putting the findings in perspective.

UNIT 8: RESEARCH PROPOSAL PREPARATION RESEARCH; REPORT WRITING AND DISSEMINATION OF RESEARCH FINDINGS. 

Intended Learning Outcomes for Unit 8:

By the end of Unit 8, you will be able to;

1. explain the meaning and format of a research proposal

2. prepare a research proposal

3. explain the meaning and format of a research report

4. prepare a different parts of a research report

5. use various approach to disseminate research findings

RESEARCH PROPOSAL

A research proposal is a plan for carrying out the entire research. It shows what, why, when and how one is going to carry out the study and who will be the respondents

It serves the following purposes

1. It provides answers to various questions such as ‘what is the objective of the research? What data are needed and how will these be gathered? What will be the time, place and sample of study? How will the data be analyzed and interpreted? What will be the cost and labour needed in the study? What will be the level of accuracy desired in their results?

2. It acts as a standard and guidepost which helps the researcher in anticipating shortcomings and deviations that may arise in the actual research later on. It provides guidance while the research is in process and keeps the researcher focused on the research program.

3. It helps in carrying out research validly, objectively, accurately and economically. If the design is ideal, the researcher can rely on both his findings.

4. It forestalls the possibility of a fruitless enquiry and acts as insurance against future failure. The researcher can know what has already been done in the area of their interest and focus on the new areas.

5. It helps one to think about the variables to be studied, evaluate hypotheses about the variables and their measurement.

6. It helps the researcher focus sharply on the research problem and set realistic time by which the research will be accomplished. It allows problems to be defined and managed before the project begins.

7. It helps in soliciting for funds to carry out the actual research. A detailed proposal is necessary if funding is being sought. It helps the researcher to convince him/herself and others that the research is worth supporting. A proposal is a request for support of sponsored research, instruction, or extension projects. It is however noteworthy that the proposed research should relate to the sponsor's interests.

8. It provides documentary evidence of what analysis was planned prior to the research commencing.

9. It allows the researcher to review and critically evaluate the current literature and know how to approach the current research program.

10. It helps the researcher to develop novel ideas. During writing the proposal, a researcher has opportunity to develop new and good hypotheses to be tested.

11. It helps the researcher know the difference that the research project will make to his/her university, students, his/her discipline, the state, the nation, the world, or whatever the appropriate categories are.

Format to a Research Proposal
Various institutions have their specific formats for writing research proposals and any one aspiring for their acceptance/funding must stringently follow the formants. However, the fundamental aspects of research proposal writing are the same. At MAK, proposals for research reports have the following components;

Title;

1. Introduction

1.1 Background to the study

1.2 Statement of the Problem

1.3 Purpose of the Study

1.4 Objectives of the Study

1.5 Research Questions or Hypotheses

1.6 Scope of the Study

1.7 Significance of the Study

2. Literature review

2.1 Suitable sections

3. Methodology

4. Time Schedule

5. Budget

6. Anticipated Problems

References

Appendices

Title

It must be brief, concise and accurate, reflecting the content of the research. The researcher should make sure that it contains both the dependent and independent variables, especially if the research correlational in nature. It also indicates the purpose of the study. Words like relationship, impact or effect may not be used in correlational studies.

A topic should be chosen with care. Selecting a suitable topic requires a clear research question and current significance.  Normally a research topic should satisfy the following criteria:

 

(i)   state the key variables included in the study,

(ii)  relate it to the research design and/or state relationship between variables for associational studies,

(iii) state the population/area/organisation to which results would be applicable or where the data will be  collected from,

(iv)  avoid redundant words like impact, relationship, effectiveness, etc.,

(v)   use only acceptable discipline-related terms,

(vi)  should neither be too long to be over explicit nor too short to be over implicit; it should be concise and to the point.

1.0 Introduction
This gives the general introduction to the study and the other parts in the chapter.

The introduction of a proposal should begin with a capsule statement of what is being proposed or the intended aim of the study and then should proceed to introduce the entire chapter one to a stranger.

1.1 Background to the Study
It gives the context of the study and answers the question “Why am I doing this study now?” It also gives specific examples of the nature of the problem and provides data as evidence from case studies, previous research, newspapers, audit and other reports, etc. It gives a review of background information to the problem.

Both common and operational definitions of key variables or concepts in the research are given together with their indicators/elements (observable behaviour). The indicators of the variables should also be given. More so, the aim of the research should be given. It lays a basis for developing a research problem. It should be backed by evidence and/or statistical data.

It should give enough background to enable an informed layman to place the particular research problem in a context of common knowledge and should show how its solution will advance the field or be important for some other work.

1.2 Statement of the problem
Once a researchable problem is identified, it is stated clearly in one or two sentences. It answers questions like; what is it that you want to investigate? What is troubling you or what is the problem that you think your research will seek to address? It brings out a knowledge gap, an unanswered question. It describes;
· What is wrong out there?

· What has been done to try and rectify the situation? (Other steps attempted)

· Whether the situation been rectified? If NOT, then;

· What the probable cause is?

· What will happen if the situation continues? (Some catastrophé or injustice)

1.3 Purpose of the study 
This gives the general reason for carrying out the research. It should include all or most of the key words of the title, either exactly as they appear in the title or in another form. e.g. the purpose of our study is to establish a relationship between motivation and organizational performance ( a case of any organization you wish to study)

1.4 Objectives of the study
Objectives are statements of the results that are measurable and must be observable at the end of the research. They briefly indicate what you intend to achieve after carrying out the study. They should be related to the variables that appear in your topic and statement of the problem. The objectives indicate the scope or the extent to which you are going to undertake the research. Therefore, concrete verbs and not abstract ones are used to state them. Verbs like determine, compare, list, find, calculate, identify, and establish etc are relevant in stating objectives. Verbs like understand, appreciate, study, know, think and see are irrelevant in setting objectives since they are abstract. 

1.5 Research Questions
These are questions that are raised which the researcher will seek to answer so as to address the research problem and objectives stated. Sometimes for simplicity, objectives are turned into questions.

Hypotheses
Hypotheses are tentative answers to the research problem that the researcher has to test at the end. They always have to be tested. It is common and advisable that research questions be stated instead of hypotheses.

1.6 Scope 
This provides the boundaries of your research. They should include the geographical and conceptual or theoretical (content boundaries).It states the parameters within which the researcher will operate and commonly outlines the following limits of the study;-

1. Geographical scope (Sampling scope) which defines the area and individuals involved. This indicates the location/where you intend to do the research. The location of your respondents.

2. Conceptual (subject) scope which defines variables and their respective meaning in the study. This refers to the content and subject areas about which the researcher is going to do research i.e. motivation and organization performance. It gives the meanings and limitations of the variables.

3. Time scope which indicates the time frame which the research is going to cover. It is commonly stated for longitudinal studies.

1.7 Significance of the study/Problem justification
This indicates the usefulness of the study you intend to undertake i.e. who will make use of the research findings ie who will benefit from the study and how. 

2.0 Literature Review

This involves a critical review of existing works on the variables. Critical means what has been done and what has been left out. Literature review answers the question “What have other researcher said about the variables and their relationships and what have they left out? What are the interrelationships among the variables?” 
The importance of literature in scientific research
1. To point out what has been done about the problem and what is probably left out ie pointing out the level of debate pertaining a particular issue. 

2. Identification of the experts on a particular topic. 
3. Helps the researcher to gain more knowledge on the area they are researching about and develop general explanations for observed variations in a behaviour or phenomenon. 

4. Helps to justify the research problem through identification of key questions about a topic that need further research. 
5. Helps to define concepts and give their indicators and meanings. 

6. Literature is practically useful in discussion of the researcher’s findings. 

7. It guides in questionnaire design by giving clues on the nature of issues to be raised when asking questions about given variables.

8. It helps the researcher to familiarize him/herself with the methodology, content and conclusions of others' research on the chosen issue, need or problem and to articulate the key research issues relevant to his/her issue, need or problem. 

9. It helps the researcher to familiarize him/herself with potential successful responses to his/her chosen issue, need or problem which others have both attempted and evaluated for their effectiveness. 

Plagiarism must be avoided. It is citation devoid of showing the source of information. It is a serious offence that can lead to penalty, like prosecution in court or discontinuation from studies. Some forms of plagiarism, in order of seriousness from the least to the most serious are;

a) Citing one’s own past work without acknowledgement

b) Citing a secondary source as a primary one

c) Summarizing someone else’s ideas or findings without acknowledgement

d) Lifting parts of another person’s work verbatim without citing the reference

e) Publishing someone else’s work in your own name.

Citation in the text
The American Psychological Association (A.P.A) system recommends the name and year system of citation. Citation by the name and year system is done by writing the sir name of the author followed by the year in which the work was published. Pages from which one cites may be given or left out.

APA Sources
1. http://www.usq.edu.au/library/help/referencing/apa.htm
2. http://www.usq.edu.au/library/help/referencing/apa.htm#How_to_cite_references_within_the_text_of_an_assignment
3. http://www.vanguard.edu/Home/AcademicResources/Faculty/DougDegelman/APAStyleEssentials.aspx 
3.0 Methodology

This section should describe area where the research will be done and reasons for choosing it, the design of the research, the population, sample size and sampling methods, how the data is going to be collected and analysed or how the hypothesis will be tested. The rationale for sampling methods proposed must be given. The instruments to be used are described and how their validity will be established. Reasons for choosing data analysis methods to be used, how the analysis will be done and tentative interpretation of coefficients to be computed should also be given. 
Generally this section covers;

a) Research type, strategy and design

b) Survey population

c) Sampling design/methods

d) Sample size

e) Sampling procedure

f) Sources of data

g) Methods of data collection

h) Tools of data collection

i) Data collection procedure

j) Data analysis (cleaning, coding, entering, analysing) and tools eg SPSS

k) Data presentation eg in charts, tables

When writing this section, the future tense is used.

4.0 Time schedule

This indicates roughly how long the research will take. A Gantt chart is used to indicate which activities and how long each activity should take. It shows time for doing the research from the proposal write-up, data collection and analysis, report writing and submission of the final report.

The researcher has to provide a time schedule budgeting the time and energy at his/her disposal. With this in mind, s/he may divide his/her project into a number of manageable phases and assign time limit to each phase for its completion. These stages may cover:

 

a) Preparatory work

b) Library work

c) Proposal preparation

d) Construction of tools including their pre-testing

e) Field work/data collection

f) Data processing and analysis

g) Preparation of report

h) Presentation of the report/dissemination of research findings

The time frame should be realistic, allowing some flexibility to cater for emergencies that may delay accomplishment of the research. It would be ridiculous for one to fail to beat the deadline that one set for him/her self.

5.0 Budget

This indicates the financial requirements for the research. Preparing a working guide with time and budget estimates gives details about the funding, costing and timing of various steps of the research project.

The cost of the project is to be estimated in terms of total duration of the project and facilities needed. It may contain the following items:

1. Salary of research assistants

2. Travel expenses

3. Purchase of Books and tools

4. Development/Adaptation of Research Tools

5. Printing of tools & correspondence etc.

6. Hiring charges

7. Data Processing (Computer)

8. Report writing, photocopying, binding etc.

9. Contingency (stationery, postage, etc.)

6.0 Anticipated problems

This indicates the prediction of some problems you are likely to face as you undertake the research. These will hinder the success of your research

References
This is the list of all the sources of literature cited in the work, presented in alphabetical order by the surnames of the author(s). Only authors who are cited in the text should appear. The list should be presented in an acceptable format.

The list of references should be in alphabetical order.

General principles of Writing a Reference list 

i. the reference list should begin on a new page

ii. the title of the reference list should be ‘References’ and should be centred on the page

iii. the reference list should be double-spaced and have a hanging indent
iv. a hanging indent is where the first line of each reference is fully left justified while subsequent lines are indented to the right. The width of the hanging indent should be 5-7 spaces or 1.25 cm. Hanging indents and double spacing are set by the word processors

v. all references in the reference list must be cited in the text

vi. all references cited in text must be included in the reference list. Exceptions are unpublished items such as correspondence

vii. references are listed in alphabetical order by author surname/family name

viii. the author names for each reference are given in the order they appear in the source

ix. where there are two articles with the same authors and date, the references are ordered alphabetically by article title and a suffix (i.e., a,b,c) is added to the date

x. organisation names should be written in full unless they are obviously recognisable

xi. when citation ends with a URL do not add a full stop

Common abbreviations:

& = and

chap. = chapter

ed. = edition

Ed. = Editor

(Eds.) = multiple editors

n.d. = no date

No. = Number

p. = page number (single)

pp. = page numbers (plural)

para. = paragraph

Pt. = Part

Rev. ed. = Revised edition

Suppl. = Supplement

Tech. Rep. = Technical Report

Vol. = Volume

Referencing takes on different forms depending on the source of information and the style (ie APA or Harvard) as shown below;

APA Sources
1. http://www.usq.edu.au/library/help/referencing/apa.htm
2. http://www.usq.edu.au/library/help/referencing/apa.htm#How_to_cite_references_within_the_text_of_an_assignment
3. http://www.vanguard.edu/Home/AcademicResources/Faculty/DougDegelman/APAStyleEssentials.aspx 
Appendices

These are all the other attachments that the researcher may with to provide as additional evidence or for clarity. They may be maps, Reports, etc.

RESEARCH REPORT WRITING

Report writing is a major part of the research process. The purpose of a research report is communication in which the researcher informs readers of what he/she did and found.

Why write a report
a) Acquaint the reader with the problem that has been researched and explain its implications.

b) Present data fully and adequately.

c) Interpret data for readers.

d) Demonstrate exactly how data revolve around the problem.

e) Show relationships in the variables.

Characteristics of good report writing
a. It should be written in simple language.

b. Endeavor to describe and explain issues rather than convince readers.

c. Personal pronouns like I, we, me may be used in given circumstances especially in qualitative research. Use phrases like ‘the researcher or the investigator or the author believes…’ especially in quantitative research.
d. Abbreviations should not be used except after they have been defined earlier. For example Makerere University (MAK). Acronyms, well known word-like abbreviations eg UNEB, AIDS, etc.

e. Statistical formulae or computations should not be presented in the report unless it is necessary eg sample size.

f. Writing is not an easy task and therefore do not hurry writing your report but think critically.

g. Seek peer and senior advice on work.

h. Proof-read, proof-read, proof-read.

Organization of a scientific research report

Writing a research report may differ in scope and treatment from place to place and from institution to institution. The researcher is expected to find out the recommended format for the respective institution to which the report is going to be presented. For example at MAK all research reports should have the following two major parts (some of the contents were mentioned in the research proposal section);

1. Preliminary Pages (Numbered with roman numerals except the title)

2. The Main Report

1. Preliminary Pages (Numbered with Roman numerals except the title)

These include;

Title page

Declaration

Approval

Dedication

Acknowledgements

Table of Contents

List of tables

List of figures and/or maps

List of abbreviations and/or acronyms

List of appendices

Abstract

Title page
This is written on the first page and is usually unnumbered. A good title is one that reflects the contents of the paper in the fewest words. Internationally, all letters in the words of the title should not exceed 120. The title of the research study should reflect the content variables of the study and should be clear and concise. In academic research the title should be shorter than 16-words in length. Too short titles may not reflect the contents of the research report. Too long titles may contain some waste words, often at the beginning. A title should not be a sentence but rather simpler than a sentence. For an academic report, the author, degree sought and year of submission must also be indicated.

An example is shown below for research of an undergraduate degree;
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i. Declaration page
This spells out your oath and confirmation that the work is your own. It should be signed by you and the date should be indicated. It aims at the researcher assuring that there was no plagiarism. Eg

I Richard Kajumbula, declare that this is my own original work and has not been presented to any university for award of a degree.

ii. Approval page
This page spells out the acceptance of the supervisor that he/she has supervised you and that you are submitting the report on his/her approval. He/she has to sign on it and include the date.

iii. Dedication
This shows the person or people or group of persons or entity to whom/which the researcher feels deserve(s) the effort and is/are inspiring.

iv. Acknowledgment page
Here the researcher expresses his/her gratitude to all those who have assisted in one way or another. Any significant academic, technical, logistic, financial, moral and material support received during the research and writing the report is acknowledged by thanking the individuals, groups of people or organizations that provided the support. One also may thank the almighty, one’s parents or guardians, teachers, lecturers, supervisors, close friends, husband or wife, or fiancé for contributing morally or in a special way towards the accomplishment of the work. Offensive words must be avoided. One must be careful in writing the acknowledgment lest he/she displeases any one by inappropriately thanking them. The word “wish” (e.g. “I wish to thank Prof. for his…”) and a phrase “last but not least…” should be avoided since they imply that his/her help was not substantial.

v. Table of contents
This indicates where the various topics and sub-topics can be found.

vi. List of tables (If any)
This consists of a list of tables, their numbers, titles and the pages where they are found.

vii. List of figures and/or maps (If any)
This consists of a list of charts and diagrams, their numbers, titles and the pages where they are found.

viii. Abbreviations and or acronyms 
This includes all abbreviations and/ or acronyms used in the report showing their full meaning.

ix. List of appendices
This includes a list of any other attachments that support the content of the report, their numbers, titles and pages where they are found. Appendices may include the instruments, questionnaires, letters, contracts, etc.

x. Abstract (executive summary)
This is a summary of the report in a few words. The abstract clearly points out the purpose of the study, objectives, methodology, findings and recommendations briefly. About a sentence each and should not exceed one page. An abstract is a summary of each of the main sections of the research report. It should state the problem studied, main objectives, implications of the study, when and where the study was conducted, by whom, methods and tools used, main findings, conclusions and recommendations.

A well-prepared abstract enables readers to identify the basic contents of the document quickly, determine its relevance to their interests and decide whether they need to read it or not. Abstracts are written in the past tense since they refer to the work already done. They should never give any information that is not stated anywhere in the paper or report. They do not include any citation of literature and may not have paragraphs. The abstract should be no longer than one page containing between 100 and 500 words in length. However, in most cases research report abstracts are restricted to between 100 and 200 words.

2. The Main Report

This includes the following parts;

Chapter 1: Introduction

1.0 Introduction/Overview

1.1 Background to the study

1.2 Statement of the problem

1.3 Purpose of study

1.4 Objectives of the study

1.5 Research questions

1.6 Scope of the study

1.7 Significance of the study

Chapter 2: Literature review

Suitable sections – already covered

Chapter 3: Methodology

Chapter 4: Presentation and Discussion of Findings

Chapter 5: Conclusions and recommendations

5.1 Conclusions

5.2 Recommendations

5.3 Areas of Further research

3. References (Already seen)

4. Appendices

Chapter 1: Introduction

This was already covered in the research proposal section of this course. However, it is noteworthy that the introduction has the following parts;

1.0 Introduction/Overview

1.1 Background to the study

1.2 Statement of the problem

1.3 Purpose of study

1.4 Objectives of the study

1.5 Research questions

1.6 Scope of the study

1.7 Significance of the study

Chapter 2: Literature review

This has already been covered in the proposal part.
Chapter 3: Methodology

It is written in the past tense, preferably in the passive voice, giving details of how the research or experiment was done so that another researcher can repeat it. Some readers may not read this section but reviewers read it thoroughly. If they find that the methodology can hardly give the results obtained following it or if it cannot be repeated, the report may be rejected or recommended for major review, such as repeating the research using different methods. 

3.0 Introduction

3.1 Research Type and design

3.2 Survey population

3.3 Sampling design/methods

3.4 Sample size

3.5 Sampling procedure

3.6 Sources/types of data

3.7 Methods of data collection

3.8 Tools of data collection

3.9 Data collection procedure

3.10 Data analysis (cleaning, coding, entering, analysing) and tools eg SPSS

3.11 Data presentation eg in charts, tables

3.12 Problems encountered during the study

Chapter 4: Presentation and Discussion of Findings

Introduction

Here the present tense is used. It is worth giving background information on the problem, rationale for the research, the objectives of the research and a brief and clear purpose of the research. The most important findings may be given. If the most important findings are not given early, readers may be bored and stop reading the report before they get to the core of it. It should be at most one page long.

Findings on Specific Objectives

This chapter is best presented in sections according to the objectives. Findings on each objective are presented in phrases, tables, charts, graphs, photographs and discussions.

In business research results and discussion are placed in one chapter but in natural sciences they are placed in two different chapters. Results should be written in simple language to communicate the new knowledge unambiguously. When presenting them, one should avoid repeating the methodology. What is already given in tables and figures should not be repeated in words but rather the implication of the figures should be discussed. The implication should be related to the objective being discussed and the general purpose of the study.

One should also avoid obscuring the true meaning of the results through distorted discussion. The past and present tenses are used interchangeably according to whether the writer is referring to other people’s previous works or his own results, respectively.

A good discussion has the following features

a. Principles, relationships and generalizations shown by the results are discussed not reproduced. Literature citation is essential for comparison of current results and documented information on the same issue.

b. Any expectations or lack of correlation and unsettled points are pointed out. Never should data be manipulated to cover for discrepancies between current and previous findings or hypotheses of the same research.

c. The way the results agree with previous published works must be shown

d. Conclusions should be stated as clearly as possible

e. Evidence for each conclusion must be shown

f. The discussion should end with a short summary or conclusion regarding the significance of the work.

Chapter 5: Conclusions and recommendations

5.1 Conclusions 
The major findings are presented here in summary. It is preferable that they are presented in order of objectives.

5.2 Recommendations 
These include areas of action that the researcher recommends ie, the steps that should be taken to improve the situation. These recommendations are based mainly on the findings. However, any other knowledge that the researcher may have or solutions arising from the literature may be recommended.

5.3 Areas of Further research
Having identified gaps either in the literature or limitation/gaps that the current research cannot fill, the researcher can recommend areas of further research. These may range from expanding the sample size, examining another group, incorporating new variables, considering other factors that had been held constant, etc. This part gives a starting point for other researchers in a similar area.

3. References (Already seen)

Only authors cited in the text and should be in alphabetical order.

4. Appendices

These are all the other attachments that the researcher may wish to provide as additional evidence or for clarity. They are numbered using Roman numerals (eg Appendix I, Appendix II, etc) or alphabets in capital letters (eg Appendix A, Appendix B). They may include but are not limited to;

Appendix A: Instruments ie questionnaires, interview guides, etc

Appendix B: Ethical documents

Appendix C: Letter of introduction (Optional)

 

Other Issues to Note

1. Spacing
The APA format recommends that al manuscripts should be written in double-spacing throughout the document. Ideally this should include quotations and the references, but take note of the special exceptions cited in the section on quotations.

2. Tables
All Tables are numbered chronologically throughout the document. In the text the tables are referred to by their numbers. Each table is given an appropriate number and title that written at the top. The source must be indicated at the bottom in italics. The numbering of tables can be continuous or according to the sections. APA emphasises that the tables do not have vertical lines.

For example
The respondents were asked the frequency of assessment they encounter as far as personal graduated tax amounts are concerned and the results are presented in the table below:
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Tense
Research proposals are written in the future tense. The research report is written in the past tense and past perfect tense. The discussion is written in present tense.

DISSEMINATING RESEARCH FINDINGS

Dissemination of research findings means communicating the research findings to different individuals or parties. 

The parties to whom findings are disseminated may be those who need to invest in or implement the findings, those affected by the recommendations, those who funded the research, those who collaborated the research, potential funders, management, customers, potential customers, employees and potential funders.

Before dissemination is done, the researcher needs to develop a dissemination plan. He/she must identify the message and audience. Specific goals and objectives for dissemination must be determined and carefully described for each component. 
Considerations for an effective dissemination plan. 
http://wvctsi.org/media/1509/disseminating-findings-in-research.pdf 

1. Consider all potential of audiences, their informational needs and relevant channels for reaching them 
2. Have a clear timeline

3. Consider resources needed
4. Keep the information short, and to-the-point 
5. Use clear, non-technical language for all audiences 
6. Highlight the principal points to clearly organize the findings 
7. Make information attractive to the viewers, using graphics, easy to read font, and reasonable spacing 
8. Provide information that is captivating to the viewer 
9. Provide conclusions and suggestions on incorporating findings into practices 

Channels and methods of disseminating 

1. Mass media. This includes;

a) TV
b) radio
c) print media like newspapers through Press Releases, articles, adverts, pull-outs.

d) social media outlets like WhatsApp, Twitter, Facebook, blogs, podcasts

e) publications – journals, books, periodicals

f) websites of community organizations/partners

g) policy briefs 

2. Local methods. These include;

a) hosting or presenting at meetings, conferences, workshops, community events, seminars, formal or informal gatherings and health fairs 
b) flyers and 
c) brochures 
d) posters which can be displayed and distributed in the community.
e) performing arts eg music, dance and drama through 

f) films and cinema

3. On an individual level, one can use the following:

a)  personal letters can be sent out
b) Emails can be sent out

c) phone calls can be made

d) word of mouth from person to person

Principles of good dissemination
(Adopted from the National Institute of Health Research website at
https://www.nihr.ac.uk/funding-and-support/documents/funding-for-research-studies/manage-my-study/How-to-disseminate-your-research/dissemination-guidance.pdf )
1. Stakeholder engagement: Work out who your primary audience is; engage with them early and keep in touch throughout the project, ideally involving them from the planning of the study to the dissemination of findings. This should create ‘pull’ for your research i.e. awaiting audience for your outputs. You may also have secondary audiences and others who emerge during the study, to consider and engage.

2. Format: Produce targeted outputs that are in an appropriate format for the user. Consider a range of tailored outputs for decision makers, patients, researchers, clinicians, and the public at national, regional, and/or local levels as appropriate. Use plain English which is accessible to all audiences.

3. Utilise opportunities: Build partnerships with established networks; use existing conferences and events to exchange knowledge and raise awareness of your work.

4. Context: Understand the service context of your research, and get influential opinion leaders on board to act as champions.

5. Timing: Dissemination should not be limited to the end of a study. Consider whether any findings can be shared earlier.
Please read document by CARE titled 'Strategies for Disseminating Research Findings' available
https://depts.washington.edu/ccph/pdf_files/CARE_Dissemination_Strategies_FINAL_eversion.pdf 
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